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| o Preface 1

PREFACE

About this Manual

This manual provides the information you need to start using your computer. It is
designed as a primer, and NOT as a technical manual. For this reason, the enlire text is
presented in the simplest way possible. 1t covers only the most fundamental topics that
will help you get staried, including: -

e how lo set up your compuler

. using Windows (covers both 95 and NT)

» connecling to the network (Local Area Network)

To learn how to use specific programs installed in your computer, consult their manuals -
or get in touch with your system administrator.

Symbols and Conventions
The following format conventions are used throughout this manual.

» Key names appear in boldface type. For example, Enter, Delete, Shilt.

¢  When keys must be pressed at the same time, the aclion is represented by the key
names and the plus (+) symbol. For example, Ctrl + Alt + Delete. :

e When you need to make a sefeclion using the mouse, you will be directed to either
point, click, or double-click on the item. '

s Technical terms appear in italics.

The following words and symbols mark special 'm_éssages throughout this manual.

WARNING: Tex! set off in this manner indicates that failure to [ollow
directions in the warning could result in bodily harm or loss of life.

o
)

directions could result in damage to equipment or loss of information.

| I CAUTION: Text set off iﬁ lIns -.Iin.anner indicates that Faijure to [ollow

IMPORTANT: Text set off in this manner presents clarifying information or specific
instructions. '

t
L]



Preface ii

NOTE: Text set off in this manner presents conunentary or interesting points of
information. '

TIPS: Text set off in this manner gives you helpful hints for using your computer and
conipleting tasks.

In some sections, most instructions reference a specific part of equipment like this:
This is the instruction that references a specific part @ shown in the illusiration.

To locate that part, simply look fox the matching number in the illustration.
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Setting Up Your Computer 1-1

Connecting the Parts

ster  Connect The Keyboard

Plug the keyboard cable @ into the matching round connector, called the keyboard
port@ , on the back of your computer. _

CAUTION: To avoid dama-ges to the metal pins located in the cable,
make sure that they are properly aligned with the holes as you try to

join them.

STEP (Connect The Mouse - | !

Locatel the connector with 9 holes on the back of the computer. This connector is
called a serial port @ . Plug the mouse cable ) into this connector.

Place the mouse on a clean, flat surface. Use a mouse pad @ if one is available.

' General Computer User’s Manual Microsoft Windows 95/98/NT



Setting Up Your Computer 1-2

STEP

Connect the Printer

Plug the female end of the printer cable@ into the printer.

NOTE: Secure this connection by pushing the clips located on the sides of the
connector inward

If you do not use a data switch:

Find the connector on the back of your computer that has 25 holes . This is called
parallel port @ . Plug the other end of the printer cable to this connector.

NOTE: Secure this connection by tightening the screws on the sides of the printer
cable end. :

If you share a printer with another computer using a data switch:

Find the connector on the back of the data switch that has 25 holes. Plug the other
end of the printer cable to this connector.

NOTE: Secure this connection by tightening the screws on the sides of the printer
cable end.

Get another printer cable. Connect the female end to either connector labeled A or B on
the back of the data switch, and the other end to the parallel port on the back of your

cotnputer.

General Computer User’s Manual Microsoft Windows 95/98/NT



Setting Up Your Computer 1-3

STEP

Connect the Monitor

into the monitor connector &) on

Plug the free end of the monitor signal cable
the back of your computer.

NOTE: Secure this connection by tightening the screws.

into the appropriate power soutrce @ .

Plug the end of the monitor power cord 16

CAUTION: To avoid equipment damage and physical harm, make sure
that you properly match the “voltage (110V or 220V AC) when making
power connections. Also check the voltage select switch on the back of

the computer if it is in proper position.

. General Computer User’s Manual Microsoft Windows 95/98/NT
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STEP

Setting Up Your Computer 1-4

Connect To A Power Source

CAUTION: To avoid equipment damage and physical harm, make
sure that you properly match the voltage (110V or 220V AC) when
making power connections. Also check the voltage select switch
@ on the back of the computer if it is in proper position.

Plug the power cord @® into the power cord conneclor @ on the back of your
computer.

Plug the male end @ of the power cord” into the pewer source@.

It is also strongly suggested that you use an Automatic Voltage Regulator @ (AVR)
and/ or Surge Suppressor @ whenever available. An Uninterrupted Power Supply

(UPS)is alsoideal

220 V setting

110 V setting

' General Computer User’s Manual Microsoft Windows 95/98/NT
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Setting Up Your Computer 1-5

The Post-Setup Checklist

Before you turn the power on, there are a few basic things you need to check first to
ensure that everything will work properly.

v
v

v

Is the computer connected to a working wall outlet?

Are the power cords (computer to AVR/UPS/surge, then to walf outlet) plugged
firmly? -

Do the voltage settings match throughout your power connections?

Are all cables - including the keyboard, mouse, monitor and printer connected
properly and securely?

Is the floppy diskette drive empty?

When everything listed above is ok, you are ready to use your computer!

' ‘ CCP Computer User’s Manual

| &






bov

Using Windows 2-1

Before You Start

Windows is the operating system where you will run all your programs. ‘This chapter
introduces you to using Windows. But first there are a few basic things you need to
know beflore you begin.

IMPORTANT: If you are new to Windows, it is strongly recommended that you go
through the {ollowing sections first.

NOTE: Your computer runs either Windows 95 or Windows NT. In general, any
reference to Windows throughout this text pertains to whichever version is installed in
your compuler. In certain topics where dilferences between the two versions must be
clarilied, the version (Windows 95 or Windows NT) is specilied.

What is a program?

A program is where you do things on your computer. Each program has its own
purpose and set of capabilities. For example, you can: '

e Write a letter using a word processing program.

s Manage a budget using a spreadsheet or personal {inance program.

». Ldita picture or drawing using a graphics program.

What is a window?

Whenever you start a program or document, a framed area, called a window; that
contains the program or document pops up on your screen.  You can change its size,
move it around the screen, or close it. You can have multiple windows open at the same
time. In such case, they will be layered on top of each other, side by side, or arranged in
any way you find most convenient. Most of the things you do in Windows involve

using windows.

What is the Windows desktop?

Everything you see on your screen while inside Windows comprised the Windows
desktop. 1t is like your desktop at the office where you do all your work and keep your

important documents. . -

General Computer User’s Manual - Microsoft Windows 95/98/NT
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Using Windows 2-2

What’s in a window?

©

)

@
1@

|

:

The following are what you see when you open a window.

@

12

Title bar. This displays the title of your program and/or document. Click on
this arca selects the window and makes it the active window. You should
activate a window if you want fo edit your document, or generally, perform any
task in a program.

Menu bar. Lets you access all features of the program, or operations that you
can perform with the document.

Minimize button. Clicking this reduces a window to a buiton on the tagkbar so
it is not in your way but still easily accessible. After minimizing a window, you
can see its button at the bottom of your screen. Although the window
disappears, the file remains present in the computer’s memory, so any unsaved
work is still accessible. To bring back the window, click on its button at the

bottom of the screen. !

Maximize button. Clicking this makes the window fill your entire screen for

‘easier viewing.

Close button. Clicking this button closes the current window.
Arrow for scrolling up.

Vertical scroll box

: General Computer User’s Manual - Microsoft Windows 95/98/NT
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Vertical scroll bar
Arrow for scrolling down
Arrow for scrolling right
Horizontal scroll bar
Horizontal scroil box

Arrow for scrolling Jeft.

> How to scroil. If the item you are viewing does not fit entirely within a window, the
rest of it will be hidden beyond the window’s edges. To view all the material, you scroll
up and down, left and right. The scroll boxes tell you where you arc on the screcn by its
position on the scroll bar. To scroll, point to an arrow and click the left mousc button.
When the window stops scrolling, there is nothing more to see in that direction.

Work area. This is where your document appears. You do all the editing
inside this area. :

What is an icon?

An icon is a small piclure that represent programs, documents or other items on your
computer. It is often labcled by a word or phrase below il, which helps you identify it

easily. \

The following arc examples of icons:

Connie [C:) Printers

What is a file? _

A file is a collection of information stored as one unit. For example, the program that
you use for word processing is a program file, and the text you create using that program
is your data file, referred to in Windows as a docunient. Your computer stores
everything — programs, information, music, games — as files. Every file has a name,
called its filename. In Windows, a filename can contain up to 255 characlers, including
spaces. Sucha filename is called a long filename. However, it cannot confain any of
the following characters: .

Vx> |

What is a folder?

Your computer’s hard disk can hold thousands of files. Both you and your computer
need a way to quickly locate files. '

When you organize your paperwork, you probably grou'p related files together and soit
them in a folder. When you work with your computer, the files are also stored in logical

‘ General Computer User’s Manual - Microsoft Windows 95/98/NT



Using Windows 2-4

groups, also called folders. J ust as you use folders to store paper files, you use folders lo
store computer [iles.

Every folder has a folder nante. Conventions for naming folders are the same as those
for naming files. In Windows, a folder is represented by a folder icon next to the folder
name.

How are folders organized in Windows?

Your computer stores files in a structure resembling branches of a tree. To visualize it,
think of a hard disk or disketie as the root, the folders as branches, and the individual
files as Jeaves. Tolders can contain files and other folders, just as tree branches sprout
Jeaves or new branches. This structure is referred to as a free. The {ree grows as new
folders and files arc added.

What are paths and path names?

In some cases, you won’t be able to use the graphic method to locate a file. You will
need to carefully specify the file’s name and the path that leads to the file.

A path tells the computer what route it should take to get to the file. For example,
“Begin at the hard disk’s maijn folder (called the roof). I'rom there, find the folder
named My Documents. Inside it is a folder named Employees, and inside that is a
folder called profiles where a file named Daryl Daoey.doc is stored.”

You specify that path as [ollows: “C:\My Docusuents\Employees\profiles\Daryl
Daoey.doc”

This is called the path name. Precisc and efficient, it Spcc'iﬁes the path you computer
must take from the hard disk or disketie to locate the required file. When typing the
path name, use a backslash (1) to separaté each step in the path. :

What can I do with the mouse?

Point.  This means to move your mousc s0 that the arrow, called the mouse pointer,
points to your selection on ithe screen. :

Click. This means pressing and releasing the left mouse butlon once.
Double-click. This means to press and release the left mouse button twice quickly.

NOTE: The double-click speed is timed. If you double-click too slowly, your
computer responds as if you have single-clicked twice, So remember to double-click

- quickly.

Drag and drop. This involves the following steps: (1) Pressing and holding the left
mouse button while moving the mouse. This step is referred (o as dragging. . (2)
Releasing the bution when you finish dragging your selection 1o its new location. This

is called dropping.

General Computer User’s Manual - Microsoft Windows 95/98/NT



Using Windows 2-5

Getting Started with Windows

This section helps you get started quickly with Windows.

Logging on to the Network

Before you start using Windows, you have to log on to the CCP netwotk.

» To log on to the network

W“l—‘
NOTE: For Windows NT

Users Only. Wait until you In tra l’letwal'e \

see the IntranctWare dialog -
box, then press Client for Windows NT” l

CTRL+ALT+DEL.

1. When you see the Novell NetWare Login dialog box, type your user name in the
Name box.

2. In the Password box, lype your password.

' General Computer User’s Manual - Microsoft Windows 95/98/NT
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Using Windows 2-6

Getting to know the Start button

Now I made it inside Windows, so what do 1 do next?

Almost everything you do with Windows starls with the Start button. This is the small
button you’ll find at the lower left of your screen, with the colorful [lying window icon
on it. ' '

When you click the Start button, you see a menu that contains everything you need to
get started with, This is called the Starl menu.

General Computer User’s Manual - Microsoft Windows 95/98/NT



Using Windows 2-7

Here is quick overview of what each menu command is for..

Command What it does

Programs Lists all programs that you can start

Documents . Lists previously opened documents

-Seﬁings _ Lists system components for which you can change setlings

Find Enables you to quickly find things such as files and fo]ders

Help Starts online Help where you can find out how to do things
- in Windows

Run Lets you start a program or open a folcjer by spcc!:ifying its

name :
Shut Down Shuts down or restarts your computer

NOTE: Depending on your Windows settings, you may see additional items on the

Start menu

General Computer User’s Manual - Microsoft Windows 95/98/NT
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The Windows taskbar

The bar at the bottom of your screen where the Start button is located is called the
taskbar. Every time you open a window, a button representing that window appears on
the taskbar. Similarly, when you close a window, its button disappears from the taskbar,

taskbar buttons This is the taskbar nolificationarea  clock

At the rightmost part of the taskbar is the clock. Depending on your Windows setlings,
other indicators (small icons) can appear in the notification area on the taskbar. This
may include a printer icon representing current print jobs, a speaker icon representing
sound volurne if your computer has multimedia capabilities. You can view or change
settings related to the clock and other indicators by double-clicking the indidator. '

: General Computer User’s Manual - Microsoft Windows 95/98/NT
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Working With Programs

Windows allows you (o run as tnany programs as you want all at the same time. Now
that you are familiar with the Start butlon and taskbar, let's now cxplore how to start
and quit programs, and how 1o switch between programs.

» Tostart a program

3 MsDOS:

DJ Wirdows E rplarer

1. Click the Start bullon, then point to Programs.

! General Compuler User’s Manual - Microsoft Windows 95/98/N'T
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Using Windows 2-10

|

A new butlon for the program appears
on the taskbar.

2. Point to the folder, such as Accessories, that contains the program, and then click
the programi.

» To quit a program

Simply click the Close button, the small X in the upper-right corner of the program
window.

H

NOTE: You can also quit a program by clicking on its File menu, then clicki.ng Lxit.

i
PRI

HewRoman ¥

' General Computer User’s Manual - Microsoft Windows 95/98/NT
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Using Windows 2-11

- » To switch between programs

Click Lhe taskbar button for the program you want to work with.

Herdware Profiles nre usecd
is especially useful for 1
‘with removeble sctorage med

The following exomple demo

Display driver
Network

Harduare Frofiles

. : ltacdwore Profiles ace used to zet up wultiple hardvaca conk
H 1a especially useful for laptops that hava docking etetions
with remdvable brtorage media.

The following cksmple demonsteotes how to oet up haedwace §
Laptop with o docking moacion thew hes thio conflgusacion)

bockmﬁ Undocked

configuracion

Displey drivec =3 vGA
Wi Hicromsotd Metworx Nons
with RNA

‘The program appears
in front of the other
windows.

’ General Computer User’s Manual - Microsoft Windows 95/98/NT
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Using Windows 2-12

Opening a Document

Windows allows several ways to open documents. This section will teach you the two
most basic methods of opening documents in Windows.

> To open a document from within a program

R P ——

1. Click the program's File menu,
the click Open.

i

i

£aj Des

i) |

ktop

m.; & Desktop

i -’Q_}, My Computer
2 e 4
%L‘:ﬁ Brigfc L.Eﬂ 3 Flpy )
e - ard disk [C:
et (D)
w5 (E:)
tdy Briefcase
“1old

word for Windows B.0 (*.doc)

9 Check which folder is selected in the Look in box. If your file is not in that folder,
click the arrow next to the Look in box, and then click the disk that contains the -

appropriate folder.

' General Computer User’s Manual - Microsoft Windows 95/98/NT
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-
R R R i T L R
. e wns) Hard disk (C:)
- e e IR T :
L JGmouse ( 1Prac336 =
- " YAciobat3 _\Energizt {"lguspat £ Ypracticurn - ;
- “YAcroread T )Exchange T AIBMYT ype " \Programn Fi*;
_ E " JKpcros CQ12Aawe
" " IMme_cd " JRaplayer
- " IMSOffice < rar
"")My Documents a fealsnd——]
L b

ﬂ ' 3. Click the folder that contains the document you want to open, and then click Open.
To see more folders or documents, you may need to scroll.

- ) biblio

@Chapter I

4. Click the document you want to open, and then click Open.

General Computer User’s Manual - Microsoft Windows 95/98/NT



, Using Windows 2-14
- - .
» To open a document by using the Docunents menu
- Unlike the first one, this method only applies lo the most recent documenls you've

worked on.

. Click the Start button, and then point to Documents.
] 7. Click the name of the document you want o open.

General Computer User’s Manual - Microsolt Windows 95/98/NT
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-
: [ntroduction
i : In analysis using Acid-Base titration, a wide variety o
substances, both inorganic and organic, can be determined by an ac
w are also many examples in which the analyte can be converted ¢
» { base and then determined by titration.
i f — ,,,,lgw,,, o
iﬂ
The document opens. '
H 1

NOTE: Not all programs can place recently opened documents in the Documents
menu. In such cases, you still have to open the document using the first method.

! General Computer User’s Manual - Microsoft Windows 95/98/N'T



Using Windows 2-16

Finding a File or Folder on Your Computer

You want to open a document, but you can't remember exactly where you saved it. No
problem! Windows' Find command lets you locate any file or folder on your computer
quickly. :

» To find a file or folder

1. Click the Start
bulton and then point
to Findl.

2. Click Uiles or
Folders.

3. Click the Named box, and then Lype the name of the file or folder that you want 1o

find. .
4, 'To specify where 10 search, click the arrow next to the Look In box, or click

Browse. ‘
5 Start the search by clicking the I ind Now button.

General Computer User’s Manual - Microsoft Windows 95/98/NT
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Getting Help

Windows offers you a rich set of online Help that will guide you through learning how
to do things in Windows. There are two types of Help:

Help that teaches you a specific procedure

Help tells you about something you see on your screen

» To get IHelp

Click the  Start butlon, then click
Help.

NOTE: You can also get specific
Help for a program you are using
by pressing F1 while inside that
program.

: General Computer User’s Manual - Microsoft Windows 95/98/NT
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Intraducing Intemet Explorer 4.0
@} Intreducing Windows
@ Tips and Tricks .
@ Intranetware Client for Windows 95

@ Troubleshooting

You will see three tabs in Help: Contents, Index, and Find. They provide you dilferent
ways of searching for information.

General Computer User’s Manual - Microsoft Windows 95/98/NT
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Using Windows 2-19

% To find Help through the Contents

Click the Contents tab to find topics grouped by subject, and then follow the

@ Introducing Windows
() How To...
(] Rk Prograims
ﬁ Stailing a program
@ Switching between piograms
[‘ﬂ Installing a progiam from a floppy disk or CD-ROM
@ Installing a program from & network
D Removing a program from your computer
@ Starling an MS-DOS window
lz‘l Dptimizing M5-DOS progeams
L'ﬂ Shutting down your computer
@ Work with Files and Folders

@ Print

To start a program

1 Click the Start button, and then point to
Frograms. '
2 if the program you want is ot on the menu, point
_to the folder that contains the program.

3 Click the program. ‘ |

Tips ;

= After you start a program, a button appears oh
the tagkbar. To switch from one TunRning program

» |f the program you want to start doesn't appeat
on the Programs menu or one of its submenus,
point to Find on the Start menu. and then click
Files Or Folders. Use the Find dialog box to
locate the program file.

Related Topics

3%



Using Windows 2-20

»  To find Help through the Index

Click the Index tab to find specific topics listed alphabetically, and then follow the
instructions on your screer. '

32-bit disk access.

i . 32-bit IPX protocol
l 32:bit LAN drivers
32-bit PC card _

disabling support for

displaging the status indicatos

enabling support for

Flash memory card, installing support for

removing a PC card

slots for PC cards, specifying the number of
: SBAM memory card, installing support for
= } .| toubleshooting

turning off sound effects
3-? graphics, support for ActiveX controls
64H

Determine whether Windows*" 95~ jz using 32-bil
] access by dging the Following:
- d 1. Click here 181 to display the System Properties settings.
2. Check the Virtual Memory setting on the Performance tab. [t
should be set to 32-bit. Otherwise, Windows 95 is not using 32-bit

disk access.
. ; Notes__
i ' 1 « 11 32-bit disk access is disablad or unavailable on a particular

machine due to an incompatible disk controiler, Intranetvware Client”
for Windows™ 95" cannot provide the level of multi-threading
available when 32-bit disk access is enabled.

L w  If 32-bit disk access is enabled, the Aequester can process multiple
H o network requests concurtently, For example.it can process requests
from two DOS boxres and a Windows application or from multiple

Win32 threads.

w Although the Netw/are* 32-bit Requester fully supports
: . multi-threading and concunent metwork requests, certain local disk
ﬁ k drivers prevent it from being able to service mulliple requests
i concurrently, Theretore, the Requester disables its concurrent
; request support if it detects 32-bit disk access is not available,

] « TheNetware 32-bit Requester's performance is not dependent on
o . whether 32-bit file access is enabled. {The kind of file access in use
lﬁ : it shown by the File System setting on the Performance tab.]

1 " MNovell rademark. ** Third-paity trademark. For more information, see

il General Computer User’s Manual - Microsoft Windows 95/98/NT 3}
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 To find Help topics containing a word or ph

Click the Find tab to find all the topics that

follow the instruc

tions on your screer

eating a staitup disk e
Displaying the PC catd indicator on the taskbat
W emory troubleshootet

1 Pausing of restarting your printet

Restarting youl gomputer
puter in MS-DOS mode

Plestartitig yous COM
ing PC pa:d ) n or off

to the list of topic

To returid

restart your computef

¢ Click the Grart butto
then G

rase

contain specifl

s from a Help win

n, click Shut Do
lick Restart The Computer.

dow, click Help Topics.

Using Windows 2-21
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» To get Help on a specific item

If you are working with a dialog box and you want to know what an item is for:

[# Black Thatch
lﬂ Blue Rivets

{#7 Bubbles

lg Cactved Stone

[,

Click the ? button on the upper-right part of the dialog box, and then click the item.
An explanation box will appear above the item you selected. To make it disappear,
simply click it. ' "
¥ To get Help for a program
You can also get Help specific to the program you are runming. To do this:

Press ¥1 from within the program.

Goneral Computer User's Computer User’s Manual-Microsoft Windows95/98/NT -
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Shutting Down - The Safe Way to Turn Off Your Computer

A little discipline is required when you are using Windows. You just don't turn the
power switch off when you're done using your computer. To ensure that you everything
will work perfectly the next time you start Windows, and that all your work is saved to

disk, you must shut down properly.

CAUTION: Failure to shut down before turning off your computer may .
result in [ile damages. .

» To shut down your compuier

= 1. Click the Start button, and then click
f Shut Down.

Generzil Computer User's Computer User’s Manual-Microsoft Windows95/98/NT



. '
AL T

Using Windows 2-24

2. Click Yes. If you
forgot to save changes
to - documents you
worked on, Windows
prompts you to save
them.

3. Wait for the screen
message that tells you

t's now safe to turn off
your computer.  [RNeRa

computer,

Now that vou know the basics, you are free to experiment working around with your
favarite programs and documents. This will give you a better look and feel of working
with Windows, belore you proceed to more advanced topics. In case you need to know
somcthing. [or inslance, how to do a certain task in Windows like drawing using the
Paint program. just don't forget to consult the online Help. If there is something wrong,
and you suspect thal it is actually a software bug, ask Daryl Daoey to check your unit.
There just might be a solution to that. '

Exploring Your Computer
fiave you ever wondered what that My Computer icon on the top left of your screen is
for!

In Windows. all things you have on your computer, including your programs, documents,’
folders and other [iles, are all accessible from the My Computer icon.

General Computer User's Computer User’s Manual-Microsoft Windows95/98/NT
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% To see what's on your computer

I.

Double-click My Computer.

i Ha

o DR '

td disk [C:]

Piinters

2. To explore an item in My
Computer, double-click the
appropriate icof.

General Comp
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When you double-click any of the di

sk drive icons, a window such as the following

appears.
b, izl 1450(fice Wy Documents Prac336 practicum  Progtam Fies
’ . .4’ Y s
| _ ey
(M) S R aplayer Tat realsnd Aecycled San4
St Scan temp thesis tools webphone '
il vamsha Anj autoexec Bootlog.piv Bootlog “‘“‘
[ - !
)| iml ]:ﬁl l:ﬁ]
Cammsid doe Config.win Detlog.old Detlog ftastun.ffa ffastun.ffl

"B objectst

2.

______________._—-—-__.__l - . .
(icneral Computer User's Computer User’s Manual-Microso

Keep on doub! et to the folder you want

1O Vit

c-clicking folder icons as needed until you g

NOTY : When you see a program of document icon anywhere in My Computer, you

can <o uble-elick it to start the program or open the document.

uter by using the Windows Explorer. Opening

Windows Lxplorer gives you a view of your computer's contents as 2 hierarchy, or

I'his allows you to see the contents of each drive and folder on your computer,
ected to the network (CCPAP LAN).

Vou can also scc what's on your comp

n "
{ree.
as well as of any network drives if you are conn

ft Windows95/98/MNT
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» To see the hierarchy of folders

|
1. Click the Start button, point to Programs, and then click Windows Explorer.
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2y

i Y
98KB  Miciosoft Ward Document 4/2/98 7.47 Al
21KB  ticrosoft Word Document 472798 1:39 AM

Aayusin
Acrobatd

Chaptes il 33KB  Microsoft Word Dogument 472798 1:30 Ak :
Coiel 1@ nchssion 44KB Miciosolt Word Document  472/98 2:06 AM ]

- , CorelS0 y intro 62KB  Miciosolt Word Document  4/2/38 2:29 M

SH quesions © 16... . Miciosoft Word Document 4/2/98 1:39 AM
review © 41KB  Microsoft Word Document  4/2/98 312 AM
76KB  Miciosoft Word Document  4/2/98 7:19 A
theoretical fra..  B5KB  Microsoft Word Document  4/2/98 1:07 AM
lile 19K0  Mictosoft Word Document  4/2/) 98 2:35 AM

E nergiz
Exchangs

| Games
Gmouse

7. Click on an item on the left side of the window. The contents of the item are then
displayed on (he right side.

To show or hide items {sometimes referred to as "sub-items") inside a s ecific item, click
P .

the plus or minus sign beside that item.

Organizing Files and Folders

It not uncommon for people to forget where exactly they saved their file. Of course,
Windows provides the Find feature. But don't you think things will be much easier if you

already know where all your documents ate saved? This is just a simple matter of

organizing your files and folders. This section teaches you some basic procedures for

organizing things on your computer.

General Computer User's Computer User’s Manual-Microsoft Windows95/98/NT
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¥ To move or eopy a file or folder

ad Donts

1. Double-click My Computer.

2. Find the file of folder you
want o move or copy, and
then click it. Click Edit on
the menu.

If you want to move the file
to another folder, click
Cut.

If you want to make a copy of
the file, click Copy.

2. Open the folder where
you want to place the file.
Click Edit, and then click
Paste. ‘

General Computer U
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‘ 3  To delete a file or folder

1, Double-click My Computer.

Dos and Donts
2. On the Fite menu,
click Delete.

What happens to deleted [iles?

The files you delete are put in the Recycle Bin, a holding place for files you no longer '
need. They are not actually removed from your hard disk until you “empty” the
- Recycle Bin. ,

This means you can retrieve files you deleted accidentally, if you have not already

- removed them from the Recycle Bin. Howevet, this also means that i_f you want to
free up disk space, you must emply the Recycle Bin periodically. For more
information, look up “Recycle Bin” in the Help index.

- If you delete a file at the command prompt or from a floppy disk, it does not go into
the Recycle Bin. : -

General Computer Uscr's Computer User's Manual-Microsoft Windows95/98/NT
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¥ To create a new fokder
i
i 1. Doyble-c:.lick My Computer. Double-click the .disk drive or
folder in which you want the new folder to be created.

2. Then on the File
menu, point (o New,
and then click Folder.

wl
Msdos.dos Msdos.sps pkzip Rescued Rescued 3. Type the name of
- Document the new folder, and
iAo then press ENTER.
=A |?ﬂ|
Scandisk Setuplog.old Setuplog Suhdlog

"General Computer User's Computer User’s Manual-Microsolt Windows9-5/98/NT '
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¥ To eopy a file to a Mloppy disk

| Double-click My Computer. Find the file or folder you want
to capy, and then click it.

2. Ou the File menuy,
point to Send To, then
_ click the floppy drive
- where you want fto

copy the file or folder.

~ TIP: You can get things done faster by selecting multiple itens that you need to

copy, move or delete as a group. Do this by holding down the CTRL key as you click

: : on each item you want. You can also select every item in the window by click Seleet
- All on the Edit menu.
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Working Within Documents

This section provides some of the basic steps on how to work within documents in
Windows. It presents some of the procedures you will do when working with most
Windows programs. For information specific to a program, use Help from within that

program.
Selecting Information
Before your edit information, you usually select it. To do this:
1. Piace the mouse poinler whete you want Lo start sclecting.

2. Press and hold down the mouse button, and drag the pointer to where you want the
selection to end.

3. Release the mouse button.

The selected information is now highlighted. ' |

Copying, Moving and Deleting Information

Windows allows you to copy and move information from one place to another within a
document, or even from one document Lo another. :

» To copy, move or delete information

DJ w't-glve Lip when you stil ‘havq_i.;oiﬁethlng_t_p-'glve ,
Nothing is réally oves until lh‘e masmenit'you stop tiving

Itis this tragile thread that binds \is to each other

on't let your life slip through yolir fingers
: 32U L) the PAST or by the FUTURE _
- By living your life one day at a time, vou live all days of your life

1. Select the information.

General Computer User's Computer User’s Manual-Microsoft Windows95/98/NT
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2. Click Edit.

If you want to leave the information
where it is and insert a copy of it
somewhere else, click Copy.

If you want to delete the information
and insert it somewhere else, click
Cut.

Il you want just.to delete the
information, click Clear, then skip the
rest of the steps.

4. Go to the document where your want 10 ‘nsert the information, click the place where
you want it to appear.

General Computer User's Computer User’s Manua!-Microsolt Windows95/98/NT
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4. On the Edit menu, click Paste.

The new information then appears in the document.

1 want to paste it liete Bon't give up when you still have
somefhing to glve

Nothing is really over util the manens Yot stop ying

1t is this fragile thread that binds us to each other

Don't let your life skp through your fingers
By living in

General Computer User's Computer User’s Manual-Microsoft Windows95/98/NT
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Saving Your Work

To make the changes you m
new document, you need to save the document.

ade 1o an existing document or the work you've done in a

% To save changes (o an existing document

1. On the File .menu, click
Save. :

% Tosave a new document

1. On the File menu, click Save As.

“Genoral Computer User's Computer User's Manual-Microsoft Wi_ndows95/98fNT
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-
-
- :
»

|bos and Donts

i T LEARN

practicim

-
it
: Document Template
H Text Only .
Taxt Only with Line Breaks
1M5-DOS Text
MS-D0S Text with Line Breaks I
- 30 ot To change the file type, click the arrow next to Save As Type, and then

click the type you wani.

General Computer User's Computer User’s Manual-Microsoft Windows95/98/NT
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J
- e
£71 My Documents
. ) Deskiop
d B My Computer
& 34 Floppy ()
P gHard o ¢
£ My Doguments
7 wed (DD
aal £ (€)
59 My Briefcase
™) oid
3 7°:) Fractal Design
il 2B Internct Locations (FTP}
43 addfmodify FTP Lot i
4. +rpoon i Tosavetoa different drive and/or Tolder, open the Save 1n list, click the
_ drive you want, and then double-click the folder.
-
5. Click Save.
- Printing a Document

%  PBefore anything else...

nected to the computer {and data swilch, if any}

1. Check if the printer is properly con
| for further information.

and the power source. See Chapter

2. Put paper on the paper tray and make necessary adjustments as necessary. For
, detailed information regarding your specific printer, consult the manual if you have it
™ or contact your system administrator.
3. Turn on the printer, then wait until it is ready.
o . .

Microsoft Windows‘)S/‘)S/N'l‘

e
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> To print a document

With the document already open, click File, and then click Print.

r

General Computer User's Computer User’s Manual-Microsoft Windows95/98/NT

St



Using Windows 24@

Some Do’s and Don’ts of Working with Your Computer

Your computer is your responsibility. There are SOmC office standards for the use
of software on your computer, including Windows, programs, and your

documents.

DO...

. use long filenames as much as possible when saving your documents.
Make filenames descriptive cnough to easily teil you what the document

contains.

... organize related files into an appropriate folder/directory so that you cail
locate them easily in the future. The name of the directory should be

descriptive enough.

.. close all programs you used before leaving your computer (o other users.

DON’T...

... forget to save your document every tume you leave your computer and
before turning it off. 1t is also advised that you save your document once in a
while to prevent data loss in case of power faiture.

... forget to shut down the computer propexly before turning it off to avoid

file damage.

__install any soflware or computer parts without permission of the system

administrator.

L.ty W0 fix computer and software problems by yoursell, except those
explained in the troubleshooting section later in this chapter.

_ make unnecessary changes to Windows setlings such as display colors,
driver seitings, etc. Avoid accessing the Control Panel unless with proper

instructions from the system administrator.

. . . i
_touch any filc that is not yours unless with permission of the owner.

MM
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| " Working in DOS Mode 3-1

How To Get To DOS Mode

¥ Under programs click this icon to start with the DOS Shell

“Basic DOS command for Windows 95

> HELP
Used 1o start the MS-DOS Help.

e.g. D:\> help

>  DIR

Used to display the files s in the specified directory.

and subdirectorie

d on the screen if you use DIR without parameters

The following will be disi)layc

or switches: .
1. disk's volume labe! and serial number

one directory ot filename per line, including the i

2

3. the file size in bytes ,

4. the date and time the file was last modified
5

6.

lename extension

the total number of [iles listed, their cumulative size -
‘the free space (in bytes) remaining on the disk

D\ > dir
Volume in drive D is HARD DISK
B > (1)

Volume Serial Number s 1964-12F0

Directory of D\
_’ .
3) < ] - | )
GAMES <pDIR> 05-10-98  5:32p GAMES |
04-28-95 12:00a HI . DOC |

@) (|H DOC 25
4’{ TEST  MPG 475 04-18:96 1:20p TEST.MPG
500 bytes ____________ﬂ__a——-——«__',(S)

2 file (s)
1 dir (s) 410,173,440 bytes freg¢ 0P (0)

D> | :
' Figure 2-1 '

Microsoft Windows 95/98/NT

e
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Working in DOS Mode 3-2

Switches

P Displays one screen of the listing at a time. To see the next

screen, press any key. (see Figure 2-2)

g in wide format, with as many as five

W Displays the listin
filenames or directory names o cach line. (see Figure 2-3.)
/S Qearch file on the current directory and subdirectories if any.
(see Figure 2-4.)
/L Displays unsorted (lit'eci01'y names and. filenanes in lowercase.
L/l___d_ (see F igl-:re 2-5.)

D> dir/p
deive D is HARD DISK

Volume in
Volume Serial Number is 1964-12F0O

Directory of D2\
05-10-98  5:32p GAMES

GAMES <DIR>
| TOOLS <DIR> 10-15-98 11:00a TOOLS

Hl1 DOC 25 04-28-95 12:00a H1 . DOC

LIKE DOC 56 12-25-97 4:00a LIKE. DOC

TEST MPG 475  04-18-96  1:20p TEST . MPG

Press any key O continue . . .

Figure 2-2

_

drive D is HARD DISK
s 1964-12FO

D\ > dir /w
volume in
Volume Serial Number i
Directory of DA\

HELLO . DOC TEST . MPG

2 file (s) 500 bLytes
| dir (s) 410,173,440 bytes free :

[GAMES]

DA

.

Figure 2-3

Microsoft Windows 95/98/NT

e ——
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D:\ > dir /s sample.doc
Directory of ¢:\tempidoc
SAMPLE DOC 345 02-01-98 2:044 SAMPLE.DOC
I Nle(s) 345 bytes
Directory of ci\mydocu~1
SAMPLE DOC 345- 12-25-97 = 2:04a SAMPLE.DOC
1 file(s) 345 bytes
Directory of c:\hello
SAMPLE DOC 345 12-25-97  2:04a SAMPLE.DOC
| file(s) 345 byles
DA >
Figure 2-4
D> dir /1 .
Volume in drive D is HARD DISK
Volume Serial Number is 1964-12FO
Directory of DA\
games <DIR> 05-10-98  5:32p GAMES
hi  doc 25 04-28-95  12:00a Hl . DOC
test mpg 475 04-18-96  1:20p TEST . MPG
2 file (s) 500 bytes
1 dir (s) 410,173,440 bytes frec
D\ > '
!

Figure 2-5

General Computer User’s Manuaf -

Microsoft Windows 95/98/N'T
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» MORE
Used to display one screen ol output al a time.

D:\ > dir | more
Volume in drive D is HARD DISK
Volume Serial Number is 1964-12F0

Directory of D:\

GAMES <PDIR> 05-10-98 5:32p GAMES
TOOLS <PIR> 10-15-98 11:00a  TOOLS

HI DOC 25  04-28-95 12:00a HI. DOC
LIKE DOC 56 12-25-97 4:00a LIKE . DOC
TEST MPG 475 04-18-96 1:20p TEST . MPG
- - More - - ' .

Figure 2-6

» TREE
Used to display the graphical structure of a directory. i

D:\ > {ree games

Directory PATH listing
Volume Serial Number is 1964-12F0

D: GAMES
CL_‘JUMANJI

D>

'

Figure 2-7

General Computer Uset’s Manual - Microsoft Windows 95/98/NT
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Swiiches

I/F l Displays the names of the files in each directory. J

D\ > tree /f games
Directory PATH listing
Volume Serial Number is 1964-12F0

D: GAMES

‘ START.EXE
JUMANIJI

DA>

+ " Figure 2-8

» CHDIR (CD)

Used to display the name of the current directory or to change the current directory.

DA > dir :
Volume in drive D is HARD DISK
Volume Serial Number is 1964-12F0

Directory of D:\

GAMES <DIR> 05-10-98  5:32p - GAMLS
Hl pOC 25  04-28-95 12:00a Hi . DOC
TEST MPG 475 04-18-96 1:20p  TEST. MPG

2 file (5) 500 bytes
1 dir (s) 410,173,440 bytes free

D:A>cd games

D:\ GAMES>

Figure 2-9

' General Computer User’s Manual - Microsolt Windows 95/98/NT



Working in DOS Mode 3-6

» MKDIR (MD)
Used to create a directory or a subdirectory.
e.g. D> md NEW

» DELTREE

Deletes a directory and all the files and subdirectories that are in it.

GAMES <DIR> 05-10-98 532p GAMES

HI DOC 25  04-28-95 12:00a HI.DOC

TEST MPG 475  04-18-96  1:220p  TEST.MPG
2 file (s) ‘ 500 bytes

1 dir (s} 410,173,440 bytes free

DA > del tree GAMES ,
Delete directory “GAMES” and alf its subdircctory ? [y /n] _

Switch

Figure 2-10

Y

Carries out the DELTREE command without first prompting
you to confirm the deletion.

1

> RMDIR(RD)
Used to delcte (remove) an emiply directory.
e.g. D:\> rd garbage

¥ COryY

Used to copy one or more [iles to the specified drive or directory. This

be used to combine [iles.
e.g. D:\> copy sample.txtc:

Switch

command can also

v

Verifies that new files are written correctly.

» RENAMIE(REN)
Used to change the name of the file or files.

e.g. D:\> ren old.dog new.doc

new filcname
old filename

' General Computer User’s Manual - Microsoft Windows 95/98/NT
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> DEL (Krase)
Used to delete the file(s) you specily.

1 dir (s) 410,173,440 bytes {ree

DA > def testmpg

GAMES <DIR> 05-10-98 5:32p GAMES

Hi DOC 25 04-28-95 12:00a HIL.DOC

TEST MPG 475 04-18-96  1:20p TEST . MPG
2 file (s) 500 bytes

D:\>

Figure 2-11
Switch .
\E Prompts you for confirmation before deleting the specified file.
GAMES C<PIR> 05-10-98 5:32p GAMES
HI pDOC 55 04-28-95 12:00a  HI.DOC
TEST  MPG 475 04-18-96 1:20p TEST. MPG

2 file (s) ' 500 byles
1 dir (s) 410,173,440 bytes free

D:\ > del /p test.mpg

TEST.MPG  Delete (y /) ? _

Figure 2-12

General Computer User’s

Manual - Microsoft Windows 95/98/NT
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» TYPE

Used to display the contents of a fext file without modifying it.

DA > dir :
Volume in drive D is HARD DISK
Volume Serial Number is 1964-12FO

Directory of D\

GAMLES <IHR> 05-10-98

TEST XT 92 05-11-98
D:\ > type test.Ixl

This is the content of the file test. xt

1)} - happy
(- sad

0 - surprise
BYE !

D:\ =

5:32p GAMES
4:20a  TEST.TXT

Figure 2-13

» CHKDSK
Used to check the status of a disk and displays

a status report. The CHKDSK command

can also be used to fix the errors found on the disk.

D:\ > chkdsk a:
Volume_Serial Number is 3D20-1304

1, 457,664 byles total disk space

1,166,336 bytes in 6 user files
291,328 bytes available on disk

655, 360 total bytes memory
619, 232 bytes free

D>

512 bytes in cach atlocation unit
2, 847 total allocation units on disk
569 available allocation on disk

Figure 2-14

' General Computer Uset’s Manual - Microsoft Windows 95/98/NT
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Switches
/K Fixes errors on the disk.
v Displays the name of each file in every directory as the disk is
checked. (see Figure 2-15.)

D:\ > chkdsk /v a:
Volume Serial Number is 3D20-1304
Directory A\ :
A\ OUTLINE . DOC
- GAMES . EXE

1,457, 664 bytes tolal disk space
1, 166,336 bytes in 6 user [iles
291,328 byles available on disk

512 byles in cach allocation unit
2, 847 total allocation units on disk
569. available allocation on disk

655,360 total bytes memory
619, 232 bytes free

DA>

Figure 2-15

» FORMAT
Used to format a disk.
e.g. D:\> format a:

> DISKCOPY

Used to copy the entire contents of one floppy disk to anoth'erl floppy disk. All the

- information of the destination disk will be overwrite by the new information.

e.g. D:\> diskcopy a: a

1 " : destination
source

!

;

' General Computer User’s Manual - Microsoft Windows 95/98/NT
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» ATTRIB

Used to display or to change the file attributes.

D:\ > dir

Directory

GAMES
HI DOC

X\ > attrib

D>

Volume in drive D is HARD DiSK
Volume Serial Number is 1964-12FO

of DA
<PDIR> . 05-10-98 5:32p GAMES
.25  04-28-95 12:00a HI.DOC
1 file (s) 500 bytes

I dir(s) 410,173

R HI . bOC

H SECRET . TXT DA SECRET . TXT _—‘

440 bytes free

DA HI . DOC

Figure 2-16 ' R

Indicates that file HI.DOC is a
Read-Only file. (A Read-only file can

not be.modified.)

indicates that file SECRET.TXT is
a hidden file. (A hidden file will
not be shown when the DIR command
was used.)

Swilehes
+R Sets the Read-Only file attribute.
-R Clears the Read-Onty fite attribute. i
+ Sets the file as a Hidden file. '
-H Clears the Hidden file attribute. (see Figure 2-17.)

General Compu
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DA > attrib -h SECRET . TXT

DA > dir
Volume in drive [ is HARD DISK
Volume Scrial Number is 1964-121:0
Dircctory ol D\

GAMES <DIR> . 05-10-98 5:32p GAMES

HI DOC 500 04-28-95 12:00a Hi.DOC

SECRET TXT 475  04-18-96  1:20p SECRET. TXT
2 file (s) 500 bytes

1 dir (s) 410,173,440 bLytes free
D: \ > attrib secret . txt
. SECRET . TXT DA > SECRET . TXT

D\>

Figare 2-17

» EXIT
Used to terminate the MS-DOS and returns to the Windows Deskiop.
e.g. D:\> exil

! General Computer User’s Manual - Microsoft Windows 95/98/NT (g/
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Pay )

Basic DOS command for Windows N'T

» HELP
Used to start the MS-DOS Help.
e.g. D> help

» DIR
Used to display a list of files and subdircctories in a directory.

The following will be displayed on the screen if you use DIR without parameters or

switches:
1. disk's volume label and serial number
2. one direclory or filename per line, including the filename extension
3. the file size in bytes
4. the dale and time the file was last modified
5. the total number of files listed, their cumulative size
6. the [ree space (in bytes) remaining on the disk
DA > dir
Volume in drive D is HARD DISK ™ (H
Volume Serial Number is 1964-12FO __| >
Directory of DA
> (3)
05-10-98 C 05:32p <DIR> gales :
04-28-95 12:00a 25 Hl. DOC l p (2)
04-18-96 01:20p . 475 - TEST . MPG
2 file (s) 500 bytes B (5)
: 410,173,440 bytes [ree p (0)
DA =
“4) ¢

"~ Figure 2-18

' Genceral Computer User’s Manual - Microsoft Windows 95/98/NT
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Switches
P Displays one screen of the listing at a time. To see the next
screen, press any key. (see Figure 2-19.)
/W Displays Lhe listing in wide format, with as many as five
filenames or directory names on each line. (seé Figure 2-20.)
I Search Tile on the current directory and subdirectories if any.
(sec Figure 2-21.) '
/L Displays unsoﬁed directory names and filenames in lowercase.
(see Figure 2-22.)
DA > dic/p

05-10-98
10-15-98
04-28-95
12-25-97
04-18-96

Directory of D:\

05:32p
11:00a
12:00a
04:00a
01:20p

Press any key lo continue . . .

Volume it drive 1D 1s HARD DISK
Volume Serial Number is 1964-12F0O

<DIR>
<DIR>
25
56
475

games

tools

HI. DOC
LIKE . DOC
TEST . MPG

Figure 2-19

[games]

DA >

D > dir fw
Volume in drive D is HARD DISK
Volume Serial Number is 1964-12FO

Directory of D\

HELLO . DOC

2 file (s) 500 bytes

410,173,440 byles free

TEST . MPG

Figure 2-29
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D\ > dir /s find.doc

Volume in drive D is HARD DISK
Volume Serial Number is 1964-12FO

Directory of D:Memp

04-28-95 12:00a 500 find.doc
1 File(s) 389,056 bytes

Total Files Listed:
I File(s) 389,056 bytes
410,000,440 bytes fice

[pR

Figure 2-21

DA > dir/l

Volume Serial

05-10-98 05:32p
(04-28-95 12:00a
04-18-96 01:20p

| 2 file (s)

D>

Volume in drive D is HARD DISK

Directory of D:\

Number is 1964-12F0O

<DIR> games
25 hi . doc
475 test. Mpg

500 bytes . |
410,173,440 byles free .

Figure 2-22

General Computer User’s Manual - Micrsoft Windows 95/98/NT
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» MORE
Used to display one screen of output at a time.

DA > dir | more
Volume in drive D is HARD DISK
Volume Scrial Number. is 1964-12F0

Directory ‘of D:\

05-10-98 05:32p <DIR>
10-15-98 11:00a - <DiR>
04-28-95 12:00a 25
12-25-97 04:00a 56
04-18-90 01:20p _ 475
--More - - '

games

tools
Hl. DOC

LIKE . DOC
TEST . MPG

Figure 2-23

» TREE

Used to display the graphical structure of a directory.

D:\ > tree games .
_ Directory PATH listing
Volume Serial Number is 1964-12FO
DA GAMES '

L.

jumanji

| DR

Figure 2-24

' General Computer User’s Manual - Microsoft Windows 95/98/NT
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Switches

| /F | Displays the names of the files in each directory.

DA > tree /f games
Directory PATH listing _
Volume Scrial Number is 1964-12FC
D:\GAMES :
E‘ART.EXE
Jumanyji

DA>

Figure 2-25

» CHDIR (CD)
Used to display the name of the current directory or to change the current directory.

D\ > dir
YVolume in drive D iseHARD DISK
Volume Serial Number is 1964-12FO

Directory of D:\

05-10-98 05:32p - <DIR > games

04-28-95 12:00a 25 Hi. DOC

04-18-96 01:20p 475 TEST . MPG
2 file (s) 500 byles

410,173,440 byles free
D\ > ced games : |

| D: \ GAMES>

Figure 2-20

' General Computer User’s Manual - Microsolt Windows O5/98/NT |
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> MKDIR (MD)
Used to create a new directory or a new subdirectory.
e.g. DV md NEW

» RMDIR (RD)
Used to remove empty directory.
e.g. D:\> rd garbage

» COPrY
Used to copy one or more files to the specificd drive or directory.
e.g. D> copy sample.txt e

Switch

vy Verifies that new files are written correctly.

> RENAME(REN)
Used to change the name of the file or files.
e.g. D:\> ren old.doc new.doc

| ) new filename

- old Filenatite

» DEL (Erase)
Used to delete one or more files.

05-10-98  05:32p <DIR > games

04-28-95 12:00a , 25 H1 . DOC

04-18-96 01:20p 475 TEST . MPG
2 file (s) 500 bytes

410,173,440 bytes free
D:A > del test.mpp

D:\>

Figure 2-27

' General Computer User’s Manual - Microsoft Windows 95/98/NT
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Swilch
|/l" l Prompts you for confirmation before deleting the specified lile.
(G5-10-98 (5:32p <DIR > pames
04-28-95 12:00a 25 HI . DOC
04-18-96 1:20p ‘ 475 TEST . MPG
2 file (s) 7 500 bytes
410,173,440 bytes free
DA >.del /ptest.mpg
D:A> TEST . MPG, Delete (Y/N)}7 _
' Figure 2-28
» TYPE
Used to display the contents of a fext file.
D:\ > dir
Volume in drive D is HARD DISK
Volume Serial Number is 1964-12FC
.Direclql'y of DA
05-10-98 5:32p  <DIR> . Bames
05-11-98 4:20a 92 TEST . TXT
1 file (s) ~ 92 bytles

410,173,440 bytes free

D\ = type test.txt

This is the content of the file test.txt
:) - happy

+( - sad

10 - surprise

BYE 1!

DA >

Figure 2-29

: General Computer User’s Manual - Microseft Windows 95/98/NT
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» CHKDSK
Used to check

a disk and displays a status report. The CHKDSK command can also be
used to fix the errors found on the disk.

CHKDSK is

DA > chkdsk a:
The type of the file systemis FAT.
Volume Serial Number is 3D20-1304

File and directory verification completed .
1457664 bytes fotal disk space.

1166336 bytes in 6 user [iles.
291328 Dbytes available on disk.

verifying files and directories . . .

512 bytes in each allocation unit.
847 total allocation units on disk.
569 available allocation on disk,

DA >
Figure 2-30
Switches
/F Fixes errors on the disk.
v Displays the name of each file in every directory as the disk

is chcékcd. (sce Figurce 2-31.)

The type of

CHKDSK is
VOUTLINE .

D>

D\ > chkdsk /v a:

Volume Serial Number is 3D20-1304

\ GAMES. EXE -

File and directory verification completed .
1457664 byles total disk space.

1166336 bytes in 6 user files.
291328 Dbytes available on disk.

2847 total allocation units on disk.
569 available allocation on disk.

{he file systemis FA'T.

verifying files and directories . ..
pocC

512 bytes in each allocation unit.

Figure 2-31

General Computer User’s Manual - Microsoft Windows 95/98/NT
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» FORMAT
Used to format a disk for use with Windows NT.
e.g. D:\> forat a:

> DISKCOPY ‘
Used to copy the entire contents of one floppy disk 1o another.

e.g: D> diskcopy a@ a

destination
t squree

> ATTRIB
Used to display or to change the file attributes.

D\ > dir _
Volume in drive D is HARD DISK
Volume Serial Number is 1964-12F0

Directory of DA

05-10-98 5:32p <DIR> games
04-28-95 12:00a 25 Hl . DOC
1 file {s) 500 bytes ‘

410,173,440 bytes [ree

D:A > attrib '
R DAHLDOC

. - H  DASECR BT TXT .
DA\ | | *\

Figure 2-32

v o
Indicates that file HlI . DOC is a Read-Only file.
(A Read-Only file can nol be modified.)

Indicates that file SECRET. TXT is a hidden file.
(A hidden file will not be shown when the
DIR command was used.) I ‘

Switches
+R Sets the Read-Only file attribute.
-R Clears the Read-Only file attribute.
+H Sets the file as a Hidden file.;
-1 Clears the Hidden file attributc. (see Figure 2-33.)

' General Computer User’s Manual - Microsolt Windows 95/98/NT
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D >atwib -h SECRET.TXT -
:D':\'S"di'r B L |
: Volume in drive D is HARD DISK
Volume Serial Number is 1964-12FO

Directory of DA\

05-10-98 - 532p .<DIR > daoey

04-28-95 12:00a 25 HI.DOC

04-18-96 1:20p 475 SECRET. TXT
2 file (s) 500 bytes

410,173,440 bytes fice
D:\> attrib secret . txi
DA > SECRET . TXT

D>
Figure 2-33
» EXIT : .
Used to terminate the MS-DOS and returns to the Windows Desklop.
e.g. D> exit

General Computer User’s Manual - Microsoft Windows 95/98/NT —Vfé
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Common DOS Error Messages

Error

Description

What to do

Acyess denied

You tried to save to a file
marked Read-Only.

Change the particular atiribute
of a file by using the ATTRIB
command.

L o i e e

Youll get this warning
message if you tried to
delete all of the files in a
directory or subdirectory.

Just make sure that you really
want to delete all the files in a
directory before you really
press that Y key.

You've entered an
inaccurate command name.

! Verify which drive you’ve

Check the command name.

specified and - retry. the
command.

Youy’ve tried to create a new
directory or subdirectory,
using a name that already
exists in  the current
direclory.

Try using another name for the
new directory or subdirectory.

| ]lll\‘li_;ﬂ\' Slonne

e 1t b !

You've tried to rename a file
and use the same name for
two- files, or try to rename a
file that does not exists.

Try to check the filename or
use another filename.

[EERTRERR R) EETRTI Y

ST REIT TR

You‘ve tried to copy a file
using the same filehame for
the duplicate, in the same
directory.

Change (he filename for the
duplicate, or save the duplicate
to a different directory or disk:

Your diskette or fixed drive
does not have enough free
space to hold the file being
written. :

Run CHKDSK to check the
status of the disk, or you can
use another data diskeftte.

The directory you specified
that does not exist.

Change the path name and
retry.

You've tried to start a
computer from a
nonbootable diskette,

Eject the diskette, then restart.
the computer by pressing
<Ctrl+Alt+Del> keys the same
{fime. !

The computer does not have
enough memory available to
run  the command  you

specified.

Close all other program that
might be running along with
the program you’re trying to
run,

General Computer User’s Manual - Microsoft Windows 95/98/NT
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I

Casppierin e

Phe THe e

Voure using DOS on a
network and tried to access a
file that someone else is also

using.

Wait a few moments, and then
try again.

You're trying to creaic a

directory; and DOS stops
you. The possible reasons
arc path name is loo lengthy,
disk has no free-space, the
root directory of the current
disk is full, illegal characters
were used in the directory
name.

Check to see if you' ve entered
a correct directory and path
name.

Check for a full disk or full
root directory. _
Check for illegal characters in
the directory name, such as &,
~ or Y.

Sy 1

Syt e

Ve b

1

DOS can’t wrile data to the
specified disk.

Clieck if the disk is properly
inserted into  the drive.
Reinsert the disk, and then
press R to Retry.

If you stifl get this message,
the disk might be bad.

You've tried to save your
work on a write protected

Remove the write-protect tab

on the diskette.

disk.

(see Figure 2-34.)

-

WRITE ENABLE

WRITE PROTECTED

Figure 2-34
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Communicating with People 4-1

Internet? E-mail?

Long gone were the days when you have to write a letter on paper and send it by
post, then wait for a couple of days for it to get to its destination, then a few more
days for you to get a reply. And it could even take weeks if the destination is too
far. Now, you can do all these in just minutes, regardless of distance!

The emergence of the Infernet technology has wmade possible for
computer users around the world to communicate using their computers. This
makes communication a lot easier and faster for us. The Internet is built upon a
worldwide network of computers, consisting of local subnetworks that are

interconnected by phone lines to local servers. FFast communication technologies

such as fiber optics and satellite systems connect the local subnetworks to other

locations around the globe.

One important capability of the Internet is international e-mail.  Using
this feature, you can establish correspondence with virtually anybody connected
to the Internet, the last and easy way. The mail is received in just a matter of
minutes. To be able to use e-mail, each user must have his unique e-nail address
that will be used just like a postal address. Besides textual messages, e-mail can
also contain pictures, or any type of computer file, called an attachment.

Now that access to the Internet is available to almost all computer users
worldwide, the significance of the Internet and e-mail has become an integral
part of computing. It was since fong before that we wish we could have the
entire world in our hands... now it seems we are getting close to that. '

' General Computer User’s Manual - Microsoft Windows 95/98/NT
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Communicating with People 4-2

How to use E-mail using Fudora Light

Checking for a New Message
Click the check mail icon (or press Ctrl+M).

e i

NOTE: You can also set up the automatic cheek mail by opening the Checking Mail
Option and enter  the number of minutes belween check mails in the Check for mail
every ? minutes option.

(To view the Checking Mail Option, from the Tools menu select Options...)

Creating an Outgoing Message

1. Click the new message icon (or press Ctrl+IN).

2. A new Message box will be shown on {the screen.
3 - Till in the To, From, Subject, Ce (optional), and Bee (optional) lines.
4. Till in the text of the Message box.

B No Reon No St

{ _'_][ Standard d‘ e -vl [a-;‘—’_l‘[f-a}_
TQ: |
From: Cultural tenter of the Philippines (Ccpﬂccpup.admuledu.ph)
Subjeck:
Cc:
Bec:
Rttached:

A Cc or carbon copy address is an e-mail address of someone that you want to receive an
exact duplicale of the e-mail you sent Lo the original recipient, and is cventually known to
all recipienis including other Ce’s. A Bec or blind carbon copy is a Cc that is not made
known to others. '

' ~ General Computer User’s Manual - Microsoft Windows 95/98/NT
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Sending a Message

Attaching a Iile to a Message
1. Creale an outgoing message (optional).
2. Click the attach file icon (or press Ctri+H).

3. An atiach file dialog will be displayed .
4. Find for the file you want, select it, and press Enter (or double click the file).

I. Create an oulgoing message:

2. Click the send button {or press Cirl+E).

Subject: SAUPLE
Cc:

i Bee:

‘\ httached:

' General Computer User’s Manual - Microsoft Windows 95/98/
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Sending a Rejected Message
1. Select or open the message that you would like to re-send.
2. Select Send Again option from the Message menu.

tieD) f2g P
o . Sorr:01:12 Ml
[} 9o Am Lara 11125 AM
1e ‘Reginald Y. Kuck 12:29 PH

M ittt ;i n . tn

NOTE: A rejected message ﬁsuaily includes original text with cryptic information that '

helps you to determine the reason the message was rejected. By choosing the Send Again
option, the cryptic information will'be eliminated {rom the original text.

' Gencral Computer User’s Manual - Microsoft Windows 95/98/NT
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Replying te a Message
1. Open or select the file that you would like to reply.
2. Click the reply.icon (or press Ctrl+R).

3. A new message window will be displayed including all the sender’s original text. Fach
lme of the orlgma] text will be preceded by a greater than symbol >).

T11~ bubbles <CC5953?202@vax6 disiedu, ph>
From: Cullurat Cenler of the Philippines <ccp@ocpap.admi.edu.ph>
Subject: Re: More Work!
cec:
Bee:
Nttached:

M‘. 12 09 AH 5/20/98 1000 you wrote:

>Welina!l

>

»I an in che "wilds" of cthe Philippines doing field reseerch end an just now
>getcing to enail. .

4

>Your thoughts are exciting and provide such opportunities for growth end
sdevelopment. You cextainly picked up a lot from the Inroads meeting! First
>0f all, I think you and Trina are on the edge 0f something really
>important, ao don't loac momentum.

>
>I will be more reachable for discussion and quick emell exchanges -after _ﬂ

Forwarding a Message
1. Open or select the file that you would like to forward.
2. Click the forward icon. .

3. A new message window will be displayed including your address in the From field.
The original sender’s text will be shown in the message body. Each line of the
original text will be preceded by a greater-than symbol (>).

Es No Retipiént, Re: Mote Workl

| Standaid 3

To: |
Fraom: Cultural Center of che Philippines <ccplcepap. adnu. edu. ph»
Suhject: Re: Hore Work!
Cc:
Beos ) )
]!I;tachetl . .

>>( Sende:: rtrinilBuhunix.its. havaii.edu (Unverified)
»X-Hajler: QUALCOMM Windows Eudors Light Versien 3.0.5 {32)
1 sDate: Wed, 20 May 19968 00:09:29 -1000
1 >To:  rPuelani Kenahele <pusheleffhawaii.edu>
>From: Cultural Center of the Philippines <ccplccpep. adeu. edu. ph>
1 >Subject: Re: MHore Uork?
»Ce: rtrimil@heweii.edu
> 1
>Welina! ,
> : .
4 >I am in the "wilds” of the Philippines deing field research and em just how
{ >getting to ema

i General Computer User’s Manual - Microsoft Windows 95/98/NT
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H o Printing a Message
1. Open the file you want to print.
2. Click the print... icon.

; Deleting a Message
™~ 1. Click on the {ile that you would like to delete.

2. Click the delete message(s) icon.

Converting E-mail to a file
: » Saving a Message as a file
l : 1. Select or open a message.
' 2. Trom the File menuy, choose Save As..., and spemfy a {ile name.

Rescued Dopument 4

L 1. 1Eudora 2 ATempor Rescued Document5
‘ i1__Imaia b Winnt Rescued Document 6

: 1 Ptogiam Files =) Rescued Document 1 Rescued Document
d . IPwnotes Rescued Document 2

' General Computer User’s Manual - Microsoft Windows 95/98/NT



'
oy !

Communicating with Pcople 4-7

»  Saving an Attachment as a file
1. Open an altach file.

JPactonCRS <JPattonCRSlaol.com>
Date: Fri, B May 1938 13:28:44 -1000

To: <aarnofhavell. edu>

To: <auman(neweli. edu>

Tot <histeGhaweli.eduwr
To: <perlinfhawail.edu>
To: <ogdenfhoweil. eduw>

To: <punufihawaii, edu>

Tos <rtrimiiChawvail.eduw>
To: <jbfriday@hevaii, edu>

Subjecc: Internet Prayer Greeting Caxd
X-Hailer: AOL 3.0 Cor Windows 95 sub 52

Preying all your internec

gt Mis_cep (C:) 5

“{_JDon L tTemp Rescued Document 4

i . J1Eudora _ YTempar Rescuad Document 5

I maila L gl Winnt Rescuad Docunent 6
__IPiogram Files £] Rescued Document 1 % Aescued Document i
~{Prvnotes Rescued Document 2 . ¥

_IRami [é] Rescued Document 3

T :
Aconveit.doc
A—

I Text Fias [*.tut)

General Computer User’s Manual - Microsoft Windows 95/98/N'I‘f,
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- Using the Address Book
d : » Creating New Entrics
: 1. Click on New.
& Address Book
T Evdoro Nickhames

2. A dialog box will be displayed asking you to cnier a nickname for the new
entry. L
| . 3. Click the OK button.

General Computer User’s Manual - Microsolt Windows 95/98/NT

y gt



Comimunicating with People 4-9

4. In the Address(es) filed, enter the complele e-mail address of each person lo
be inciuded in the nickname.

’ [II] Eudora Nicknames 7
' g nickname

ccs95372528vax6.dlsuy, edu, ph
095372528nails. dlsu. cdu. rh

' General Computer User’s Manual - Microsoft Windows 95/98/NT
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- |
» Deleting Entries
: 1. Select the entry you want to delete.
- 2. Click on the Del button or the Delete key.

| 5 Address Book -

[ Eudota Micknames
B =Fricknane!

L : : ¢395372520vaxé. dlsu. edu.ph
) _ : A5 h95372528ma114. d1su. edu. ph

General Computer User’s Manual - Microsoft Windows 95/98/NT
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The Internet 5-1

THE INTERNET

Long gonc were the days when you have (o wrile a lelier on paper and send it by
post, then wait for a couple of days for it to get lo ils deslination, then a {ew more
days for you to get a reply. And it could cven take weeks if the destination is too
far. Now, you can do all thesc in just minutes, regardless of distance! '

‘The Internet is a collection of compuler networks that comnect millions
of computers around the world, Within the Intemct is the World Wide Web,
usually known simply as the Web. The Web is made up of Web pages, which
cnable you lo view information in a graphical form. '

The emergence of this technology has made possibie for computer users
arounid the world to communicale using their computers,  This makes
communication a lot casier and faster for us. The Internct is buill upon a
worldwide network .ol computers, consisting of local subnetworks that are
intcrconnecled by photce lines {o local scrvers. Iast communication technologics
such as fiber oplics and salellitc syslems connect the local subnetworks to other

~ locations around the globe.

v

One important capability of the Inlerct is inicrnational e-mail.  Using
this feature, you can establish cortespondence with virtually anybody connected
to the Internet, the fast and casy way. The mail is reccived in just a matler of
minutes. ‘T'o be able to use e-mail, each user must have his unique e-mail address
that will be used just like a postal address. Besides lextual messages, e-mail can
also conlaiil pictures, or any lype ol computer (ile, called an attacment.

Now that access (o the Inlernet is available lo almost all compuler users
worldwide, the significance of the Internet and e-mail has become an integral
part of computing. 1l was since long before that we wish we could have the
entire world in our hands. .. tow it scems we arc getling close to that.

THE INTERNET: HOW IT WORKS

Computers can be connecled to other compulers.- You havg seen our Local area
network(LAN). The LAN uses cables, and is connceled to sérvers: Implementing
Agencies arc also connected to our LAN, and we call the whole set-up a Wide Area
'Network(WAN). The agencies usc telephotic lines to connect to us. Modems are used to
connect the computer to the telephone line. This are connected to a gateway, whieh is
simply a computer that acts very much like a traffic policcman. It takes care of the
communications belween cotnpuiers, where the cars, in this case, are the bits of data
being passed around. This connection has to have its own language, or prolocol, so that
all the computers can understand each other. \ ' o o
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Now, imagine that in every office, in every nation, there is a computer that is
connecled and is open 1o receiving cotnections using telephone lincs. well, you would
have a nelwork that would be farge. This network uses the TCP/P protocol, so that these
computers cau undersiand each other. The whole setup is the Internct.

To use the Interncl, you have to have a computer that has the TCP/P protocol inslalicd
with it. The office compulers are already configured for {hat. But then we don't need 10
go through that right now. 50 what do you use to se¢ {he Internet? The most basic foday
is the Browser, which, if fully instalied in your unit, comes complete with al} the
neeessary tools you would necd to use the Internet.

BROWSERS

Now were starting to build some heat here. Yes, like Netscape.
~ Browscrs arc used to do most major things you would want to do with the
internct. One can go to dilferent places that are featurcd in web sites. A web sile is the
place where the owner of the web sile can place any information that he wants to open lo
somebody else. 1t eould be a file, a picture, a piece of music, a movie clip...

BROWSER FACLS |

There are two major browsers that are currently being used today. They are:

1. Netscape. The latest version of Nelscape currently is Netscape version 4.07.
Netscape had been the most widely uscd browser until about two to thrce months

ago. 1t has been around longer. 7
7. Microsoft Internet Explorer. The latest version of MSIE is version 4.03, afthough

version 5.0 beta has been out fora while already.

There are other browsers, but they do not matler so inuch, since devclopers of web sites
concentrate mainty on the {wo. Right now, 1 would recommend Microsoft Internet

Explorer beeause of the following major rcasons:

i. lis free. Netscape released its browser for [ree only this year. 1t is still unclear if the
whole Netscape Communicator is [rec (browser, including  mail, ncws, chat,
petmeeting, ete)). The whole Microsoft lnternet explorer package is given ficc. We
- won’Lhave any problem with ticenses if we install the product on yout compulers.

2 JAVA Problems. Some web siles use Java. Java (a programining language) bugs are
mote numerous with Netscape, and the patch took a while befole it was releascd. An
examplc is the fnquirer Page. When you open the Inquirer web page, your compulicr

< hangs.

5. HTML Problems. HTML is the primary language in Lhe creation of web pages. The
current HIML version is version 4.0, and is suppottcd more by MSIE than Netscape.
In MSIE, viewing Dynamic LITML pages is much safer {han in Netscape when the
page has errors. r -

4. User Range. Morc Internet surfers use MSIE.

5. Made by the same company who made Windows, the integration with the operating

" system is betier.

' General Compuler User’s Manual - Microsoft Windows 95/98/NT
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A BROWSER INTERFACE
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A WEB PAGE INTERFACE
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Y?:F{uij?";: ' Y.E 3 Hinitining Pillpinas Yeb [ i ;[m q;
Ssubitn L Site comin nopn! '
v Hhegon ng s Loisty &
’ iz ’;}:u&rf.a‘urn‘ 3 Crats . ~‘I
“
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12.

BROWSER KEY FEATURES

All browsers that I've tested (Opera, Araclne, Internct Lixplorer, Netscape,
Mosaic,cte.) have cominon bultons and features. . What will be discussed here are
features that you will see in many browscrs, and are also found in the old text browset,
Lynx. The leatures in bold arc the necessary and most useful ones.

The Back buttor. This bulton will bring you back to the preceding screen that you have
been viewing when you opened the browser: This is greyed out, or is not available il
there is no preceding screen. o _

‘The Forward button. This button will bring you back to the suceeeding screen that you
have been viewing when you opened the browser. This is "greyed out", or is not available
if there is no suceecding screen.

The Stop button. This button will stop lurther loading of the web page you are viewing. If
you are searching lor texl in a page, and if the page is foading graphics, press this butlon
if you do not wish lo sec additional load. ' -

The Refresh button. A tricky button. If you wish to reload the whole page that you are
viewing, click this. The problem lies with your browser. Your browser caches the page
conlent in your Ilard Disk. You might sce the same. However, il you see thal the page
you loaded has nol been finished (easy. Your browser lells you thal you can't connect to a
web site), click this button. Any pictures that your browser has completely taken will be
in your cache and will not have to be downloaded again. However, if you really wish o
reload the whole web page, including all the graphics, press Shifl, and without releasing
it yet, click Refresh. In Nelscape and {wo othier browsers, the Refresh button is the same
as {he Reload bution.

Home. This is an editable button. Whatever you classify as Home bution is what this
button will point lo. So how weuld I know? Simple. The first page that is loaded when
you open your browser is lhe home. If you placed hitp!//www.yeoad.com, expect
www.ycoad.com 1o be the Browscr Home Page. ' .
Search Butlon. In the older browsers and browser versious, This is not seen. However,
{he newer ones have this. The two major browser today poinl this lo a page at their
websgite with links to many scarch engines, where you can search for a word or a phrase.
Favorites. This will simply open the folder where your saved [avorite siles are conlainecd,
This is the equivalent of Bookmarks in Netscape and Arachne,

Hislory. In the newer browser versions, this is scen. ‘This will list down the history of

* what you have been viewing. This is frandy if you forgol the URL where you've been

surfing before,

FFull sereen. This is a functionalily of Microsofl lnternct Explorer that is very much handy

fore those who are doing something on the Internct. This will open the Lrowser [ull-

sereen, Lo allot a little more space when you view a web page.

Mail bullon. When you install Netscape or Internet Lxplorer, this is also fi(nclu(led by
' i

default, and calls the defaull Mail software {hat you use.

Fonts button. This button will simply change the font of the page that you are browsing.
‘This as been noticed only in Microsoft Internet Explorer.
Print button. This will print the page that you arc viewing. Oflentimes, when you click

this button, what comes out ol the prinler is a blank page. This is still a bug of all,

browsers (cven lhe beta ones I have reviewed). When . ihc web page is still loading,
nothing will come oul. To ciscumvent this, click the 'Stop butlon, and Click print.
llowever, In Netscape, this somelimes is not the answer, and you can only print il the

General Computer User’s Manual - Microsoft Windows 95/98/NT

93



SRRERE

The Inlernet 5- 6

13.
14
15.

16.

17.
18.
19.
20.
21.

22.

page is Tully loaded or if Netscape tells you that an error bas been comitied while
connected to the web site of the page that you are viewing.

The Edit butlon. Reserved for Web Page editors.

The Browser maker button. In Explorer, This looks like an E. In Netscape, it's an N. In
Mosaic, there is a planet with stufl revolving around it. If you click this, this will bring
you to the browser maker's website.

‘The usual Wiitdows comsmands toolbar, This arc where commands for the browser are

located.

The Address Bar or location box. You can type in the URL or location of the websile
that you wani to vicw. You can look at this to-find out about the location of the web age
that you ate currently viewing. URL's are discussed further later in this scetion.

The Links toolbar. Normally, this is where very common links are located/placed. The
default links placed here are usually meant to help the average user.

The Web page. '

The browser message tray. This will tell you about the current activity of the browser.
The special message trays. Special icons will appear here. This happens il the web page
has special conditions in it. You won't see anything here 99% of the time.

The Zone tray. This will tell you aboutl what browser zone you arc navigating in. Not a
necessary {eature for the average user. '

Scrol! Bar, Use this (o scrofl up or down the Web page.

TIE WEB PAGE INTERVACE

1.

The Usual Company signs location. In Most Web pages, The upper lefl corner conlains
either the name of the company or organization that has the web page.

The Menu location. This is the usual menu location for most web pages. This is where
you find sub-module links for websites. - :
A Web Page graphic or piclure. :
A web page cntry box. This is somelimes scen in web pages. Surfers or web page viewers
can input data here. _ _

A clickable link. You will notice that a page has links if the text is underlined, or there is

a parl of the web page wherein the mouse cursor tutns into a hand. Clickable parts are

also usually located within the graphics.
A clickable button. This button in a web page cait be clicked, and il points to another link.

Ofientimes, thiere is an endry box beside it. _
An advertising banner. Many Web Pages have these nowadsys.
The Web page background. In many cases; this is not included i a printoul, especially il

all the clements of the web page is not loaded weil.
The scroll bar. This indicates il there arc paris of the web page that you have not;slccn.

i
1

WHERLE DO 1 GO?

That T do not know. But supposing you want to surl over to a website of
Hollywood. In Internet Explorer, you can type the following at the location box:

find hollywood
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The browsers today will pick up the word hollywood, submit it to a search engine
of their choice, and voila, a list of links that could go to whal you are looking for. Click a
link. This will go to a new web page. Now, notice the texi at the location box. It most
probably would fook like this:

Ittp://www.hollywood.com

That is the location of (lic website that you want to go to. That is the Hollywood
Uniform Resource Locator or URL. URLs are a convenient way of giving an address to a
web object in the Internel. This is whal you should lake nole of. The URL is one major
(eature Internet users should be well aware of. Haven't you noticed that lately, companies
include this in theit adverlisements? URLs can also be tha localion of a file. The
{ollowing are all URLs:

hitp://www3.admu.cdu.pl/ecpap/

‘The CCPAP Wceb Pages

[ip://ftp.nai.com/pub/vscan32/95iviscane.zip

The location of a zipped file il );Oli wish lo download it. -
* hltp://www.nai.con/ pub/vscan32/95iviscane.zip

I'he location of a zipped file if you wish to download it. Only the way of downloading it
is different. : '

hitp://www3.admu.cdu.ph/cepap/copyr.htm -
The Jocation of a web page.
hitp://www3.admu.edu.ph/cepap/drums.wav

‘The Jocation of a sound file.

http://165.220.4.19/ccpap/

The CCPAP Web Pages. I you noticed a URL like this, the web sile opts to use the
Internet numbers assigned to the site. :

Knowing the URL of a web site or a page will be a big advantage lo any web surfer. But
his does not necessarily mean that you have to memorize or jot down all ULRLs you see.
Uunless the URL is not easy {o remember, you can do away with it. How? Simple. If
you've noticed in most corporations, it starts with www, then ends with a com. So il I
want to see the IBM website, I'd type

wwiw.ibm.com

at the loeation box. Yes, you do not have to type the hitp:// thing. However, if it is an
. organizalion, you can add www and org instead so that it would ook like this:

Gencral Computer User’s Manual - Microsoft Windows 95/98/NT
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www.abm.org

WHAT YOU CAN DO WITH YOUR BROWSER

Websites nowadays contain a lot of conlent that you, {he sutfer, can usc. You can

do your research online, You can buy CDs, books, order food, and just about everything

with your credit card on the internet. You can browse through secure sites if you have a
User LD, and Password, just as CCPAP does with the World Bank Sile. You can check
out the news, which a lot of staffers arc doing now. You can listen to the radio. You can
view a lelevision show. You can fix your bank account. And you can also chat online.

RESEARCH

Many libraries are now online on the Internel. The fastest way to rescarch on a
subject is lo go lo any scarch engine. An cxample is www.yahoo.com. Yahoo is one ol
the popular search engines with a lot of entries. Type the URL at the Jocalion box and
wait for the page to appear. When an eniry box appears, input the data you want lo
scarch. Click the scatch bulfon afterwards. This will bring out !al page where there are
links. ‘

In any scarch engine, it is but prudent to type every word, as you would cxpect it
to be seen in the document you are scarching. 1[ you are searching for a topic that has
more than one word use a '+ in between woids. |

For example, you are looking for a corporation that has experience with IBM Machines,
and also has background on Microsoft Products. '

H

You would type in the entry box:
Microsoft+HIBM

If you want lo look at where you can see the Past and Present contestants of the Miss
Uuiversc pageani, you can even type:

Show me the most beautiful women of the Miss Universe Pageant.
: i
Searching with a query like this might take a little while fonger, and it might include

- unpredictable results. But it can also give you the link you want.

WARNING: Like books, not all gnline content are true, or factu_al, or quotable. A LOT
OF SCAMS are now online, and a lot of CCPAP stafT have already been duped.
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BUYING ANYTHING ONLINLE

You can buy a lot of items onlinc. 1f you live in Manila, you can cven order
tapsilog al various areas. Amazon, one of the pioneers in Internet Commetce, sells
books, CDs, travel tours and a lot mnore. You can even reserve holels via the Internel. In
order to buy something, go to the URL ol the company you want to transact business
with. Scarch [or the item you wanl first. In many cases, you will be given a "basket"
option, where the item you selecled is placed in a virlual basket. When you are through,
you arc then prompted with yoir, user name and password. I you have none, you will be
asked to fill out forms, and you will also be asked about the number of your credit card.
You will notice {hat ample instructions appear for every page that you surl. It is prudent
{o read everything lirst. After you have given your credit card information, your order
will then be processed, unlil you are through with the deal.

WARNING: Use newer browsers when you order anything online. While using them,
look at the special message trays, and see if there is a lock there, 1f the lock is "locked"

you arc {hen conducting business within a sccure Internet zone, If this is not what you
see, forget about the site... some amateur is hacking your personal information.

SECURE SITES. .

Connmercial sites that sell anything have to be secure, and hence the requirement of a

* user name and password., CCPAP regularly checks [inancial updales from the World

Bank website, and the process is done under a scoure connection. There js no diflerence
wilh that ol an average web site; except that it requires you to log in.

NEWS: If someone gol that paper, why bother waiting for your tun? You can also view
the news online. A lot of Philippine Newspapers aré online, aside from the international

magazines:

If you have a very [fast Internet connection (the US has this), You can even listen to
online radios, and even watch television. :

CIHHATTING ONLINE

You can join some groups and shool the breeze via ontine chals. A Chal area is a place
where people [rom different peographical locations link to, and type messages to each
other. Some chat areas are monitored; and some are uncontrolled, with minimal

administration.
Belore joining any chat arcas, there some pointers that you should know:

Do not presume any name/user/surfer to be what he or she really is. Take any talk as they
come, unless the chatter is sincere enough.

Kuow the most common emolicons or stnileys. If you do not even know what emolicons
are, do not gel peeved il chatiers tatk with the puncluation marks.

Know the most common abbreviations generglly used in e-mail chat. A short list is
provided at the bottom of the list. :

t
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DO NOT USE FOUL LANGUAGE. Some challers are of the very vengeful type. They
are also capable of tracing you and flaming you. Never for a moment think that you are
untraccable and far away wlien you are using the Internct.

Although chatting can be something to while the lime away with, There are serious chat:

areas where people ol one discipline or interest chat and discuss issues. llowever, if you
do not have any thing else to do, do not go chalting. You are wasting the office
bandwidth. Chat invariably clogs up he network because of ils persisient transfer of
packets of data,

SAVING INTERNET OBJECTS

You are currently surfing. Suddenly, you see a picture you like. In order to gel
this, right-click on the picture, and choose "save as”. You may then save the picture into a
file. 1f you've also gone into & web page, and you think you like it... there is a beller
option. Click "View" at the toolbar. Then elick Internel Options ->Sellings->View Liles.
‘I'here will be a lot of files, but what you have just hieard is also thete.

CUSTOMIZING YOUR BROWSER.

CHANGE YOUR OWN BROWSER HOMLE PAGE.

Pt Sl

Go to the page you want lo appcat when you {irst start Internel Explorer.
On the View menu, click Internet Options.

Click the General lab.

In the Home page area, click Use Current. *

TO SEARCH FOR TEXT ON THIE CURR’ENT WEB PAGE

o

On the Edit menu in the browset, click Find (on this page).
Type the text you want {0 (ind.

Change any sellings as needed.

Click Find Next.

TO ENTER A WEB ADDRESS

1.

malches for folder and program names you type in the Address bar.

In the Address bar, start typing the address you wanl lo go lo.

If you've visiled the Web site belore, the new AuloComplele featlure suggests a malch as
you lype. The suggesled match is highlighted in the Address bar.

After you [inish lyping the Web address, or when AutoComplete finds a malch, press
ENTER. ’ :
To view other maiches, press the DOWN ARROW key. AutoComplete also suggests

‘
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If you type a partial address and then press CTRLHENTER, Internet Explorer atlempls to
go 1o the cxact URL that you typed, filling in ounly the protocol, such as htip:, and the
extension, if needed. For example, il you lype kochoya and then press CTRLAENTER,
Internet Bxplorer attempts {o open a Web sile named hitp://www.kochoya.com/.

You can turn off the AutoComplele [ealure.

TO REVISIT RECENTLY VIEWED WEB PAGILS

I

2.

TO ADD A PAGE TO YOUR COLL LC]JON OF ?AVO_RITJ_?,

—

On the toolbar, click the History button. The Tixplorer bar appears, containing links for
Web sites visited in previous days and weeks.

Click a folder to display the pages within the site, and click the page icon to display the Web page.
You can change the number of days that pages are saved in the History list. 'The more
days you specily, the more disk space is used on your computer to save that information.
You can hide the Explorer bar by clicking the History butlon again.

TO ADD A PAGE TO YOUR LINICS BAR

+

Drag the icon for the page [rom your Address bar to your Links bar.
Drag a link from a Web page (o your Links bar.

Drag a link to the Links folder in your Favorites list: You can elthu drag it dne(,tly (o the Favorites
menu and then into the Links folder or you can drag it to the Links folder when displaying the
Favorite list in the Explorer bar. You also can organize your links by dragging them to a
different location on the Links bar,

PAGLS

Go to the page you want lo add to your lravorites list.

Gn the Faverites menu, click Add to Favorites.

Type a new name for the page if you want to. To open one of your favorile pages, click the
Favorites button on the toolbar, and then click the page you want to open. To keep track
ol your [avorite pages, you can organize them into folders. On the Favorites meny, click
Organize Favorites. See the Relaled Topic below for iore information.
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SMILEYS OR EMOTICONS

:-} Your basic swiley. This smiley is used 1o inflect a sarcastic or joking statement
since we can't hear voice inflection over c-maitl. Nowadays it means that a joke or a
statement was made and was meant {o be funay.

;-) Winky smiley. User just made a flirtatious and/or saxcastic remark. More of a
"don't hit e for what 1 just said" swmiley.

:-( Frowning smiley. User did not like that last statemient or is upset or depressed
about something.

-1 Indilferent smiley. Belter than a -( but not quite as good asa :-).
:-> User just made a really biling sarcaslic remark. Worse than a ;-}.
> User just made a really devilish remark.

>:.> Winky and devil combined. A very lewd remark was just made.

b

Widcly used Smileys

{-: User is left handcd. 5
K -} User has been slaring at a greén screen for 15 hours stréi}g,hl.
*¥) User is drunk.

[:] Uscr is a robol.

8-) User is weating sunglasses.

B:-) Sunglasses on head.

:-) Uscr wears normal glasses.

B-) User wears horn-rinmed glasses:

8:-) User is a little girl.
:-)-8 User is a Big gitl.
:-{) User has a mustache.

:-{ 2 User wears lipstick.

' General Computer User’s Manual - Microsoft Windows 95/98/NT
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{:-) User wears a loupee.

}:-( Toupee in an updrall,

:-[ User is a vampire.

:-E Bucktoothed vampire.

:-I' Bucktoothed vampire with one too_lh missing.
-7 User just made a wry statement.
“:-* User just ate something sour.

=)~ User drools.

:-~) Uscr has a cold,

*'-( Uset is crying.

:'-) User is so happy, s/he is (;rying.

=@ User is screaming,

~#t User wears braces.

) User has a broken nose. |
:v) User has a broke!j nose, but i's the other way.
;) User's nose is slidihg off of his face.

<} User is from an lvy League SCI](;O].

=& User is tongue tied.

=:.) Uscr is a hosehead.

-:-) User is a punk rocker.

~:-( Real punk rockers don't smile.

:=), User has iwo noses.

t

+-1-) User is the Pope or holds some other religious office.

“:-) User shaved one of his eyebrows off this morning.

»-) Same thing...other side.

I-I User is aslecp.
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|-O User is yawning/snoring.

:-QQ User is a smoker.

:-? User simokes a pipe.

0-) Megaton Man On Patrol! (or clse, user is a scuba diver)
0 :-) User is an angei (at heart, at least). |

:=* User spitting oul its chewing tobacco.

:-S User just made an incoherent stalement.

+

-1 User is laughing (at youl)

=X User's tips arc scaled.

-C User is really bummed.

<]-) User is Chinese. -
<|-( User is Chinese and doesn't like these kind of jokes.
:-/ User is skcplicz‘ll..
=:-) User is a chel.
@= Uscr is pro-nucicar war.
*<;-) User is wearing a Sanla Claus 1lat.
-0 Uh oh!'\
(8-0 It's Mr. Bill!
*:0) And Bozo the Clown!
3:'_Il Pet smiley.
3:{ Mean Pet smilcy.
d8= Y(qur pet beaver is wearing poggles and a hm‘|d imat.
Li—:-‘) User is a Ham radio operator.

:-9 User s licking his/her lips.

%-6 User is braindead.

Ve
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:( Sad.

[:-) User is wearing a watkman.

(:1 Uscr is an egghead.

<:-1 User is a dunce.

IC:P User is a little kid with a propeller beenie.
@:-) User is wearing a wrban, N

:-0 No Yelling! (Quiet Lab) 7

-+ Mutant smiley; the invisible siniley.

) User only has one cye.

,-) Ditlo...bul he's winking.
X-(User just died.

8 :-} User is a wizard.

-=* ) User is a TeX wizard.

MIDGET SMILEYS

)) Midget smilcy. -

] Gleep...a friendly midget smiley who will gladly be your friend.

=) Variation on a theme... .

:} What should we call these? (what?)

3O Happy.

> What?
(@ What?
‘D Laughter.

J Himmm...

[ Real Downer.
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} < What? .
il :{ What?
. :0 Yelling.
™ '
:C What?
k | :
il :Q What?
L, Crying.

[1Hugs and ...

ii | ' :* Kisses.

[T Asleep.
iﬂ ' Ao Snoring. '
» MEGA SMILEYS

C=2>:*()) A drunk, devilish ehel with a toupee in an updraft, a mustache, and a double
' ' chin. ‘

j:7#}) Updralted bushy-mustached pointy nosed smilgy with a double-chin.

Usenet Smileys (I{ you use Usenct)

~z-{ Net.flame
H " 0}) Netreligion
8 :-I Net.unix-wizards
o - X-( Net.suicide

E-:-1 Net.ham-radio

w EMOTTONAL SMILEYS
o :-) ha ha |
-
‘ |-} hee hee
: H | [-D i]() ho
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> hey hey
=( boo hwo
-1 hinmm
:-O oops

I nyahhlih!
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COMMUNICATION ABBREVIXTIONS

] use the lerm communication abbreviations loosely because the following
abbreviations are uscd in snail mail, c-mail, and in chat, and are in fact becoming fixtures
in many other informal forms of communication. The most common ones are:

1. BTW - By the way

2. IMHO - fn my Humble opinion (writer docs not want to be branded as epotistical)

3. RTFM - Read the 'fine' manual. Nofe that this is said in a derisive tone. 1t means "do not
insult my intelligence if you are lo lazy to read the manual. '

4. IRL -In Real Life ‘ .

5. ROTFL - Rolling on the Floor, Laughing. The source really likes the joke.

6. TYI - For your information. Note that this is sometimes said in a derisive tone. It means

"do nol insult my intelligence if you are an idiot". If posted or said in a serious fopic, it
means the forgt.

7. TFWIW - For what i's wortlh :

8. "ASL - Age Sex Localion. Writer is asking for simply this. No harm intended.

9. AFAIK - As Far as I know.

10. AFK - Away [rom keyboard

There are many more of these, and if you do not understand it, it is best to ask the source
right away. '

\ge
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URLS

SEARCIH ENGINIS

[ r——

0 NS

search engines. This has lew links currently.

www.excile.com - This site is much more updated than Yahoo, but has Jesser links.
wiiv.yahoo.com - This sile can give a fot of Jinks, but sometimes is not updaled. Some of
the links are dead links.

www hotbol.com

www.ychey.com - The best place to search for anything Filipino

search.com

www.lycos.com

www.snap.com - An upstarl scarch engine.

www.newhoo.com - A scarch engine that has more active links than any of the other

NEWS

L. www.inquirer.net - Philippine Daily Inquirer

2. www.cnn.com - CNN Livel o

3. www.abs-chbn.com - ABS-CBN : !
4, www.gmaquest.com - GMA

5. www.manilatimes.net - Manila Times

6. www.nylimes.com - The New York Times

7. www.balita.conm - Weekend Balita

OTHER URLS OF GENERAL INTEREST

e

9.

10.

www.mrshowbiz.com - Movic Reviews

wwiv.chow.nel - Order Food in Metro Manila. Pizza? Tapsilog? Burgers, anyone? This
includes links to Wendy's, Magoo's Pizza, Pancake House, Tokyo Tokyo, Pizza Inn,
Chowking, cic.

www.nalacanang.gov.ph - Malacanang Palace ' f .
www.wpd.pap.gov.ph - The Western Police District. Pictures of the' Most wanted men
and women are posted here. (Are your pictures here?) :-)

wavw.amazon.com - The best online book seller.

www.cdnow.com ~ Buy CD's here, (The collections are hot ag extensive as Ammazon.com)
www3.admu.edu.pb/cepap/ - The Coordinating Council of the philippine Assistance
Program ; '
wwwi.admu.edu.ph/cep/ - The Cultural Center of the Philippines

family.disney.com - The Family page.... A helplul guide for those with lamilies.
www.match.com - The Malchmaking sile. Love, Romance, penpals..: FOR SINGLES
ONLY. :

1o
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SOME FACTS ABOUT INTERNET IN THE PHILIPPINES

In August 19806, the First Filipino BBS was put ui) and launches a wave of BBS networking
developments. BBS culture spawned the earliest cybercullure in the Philippines. The online community
that was developed through BBS networks directly evolved into the Philippine Internet community today,
providing the needed technical expertise to develop the local Net 1nﬁa%tructure

Some current Philippine Internet facts

E-Mail Only Services (0)

Full Service 1SPs (132)

Cybercales and Walk-in Inlernel centets (25)

Fasl growth due to privale sector ifiitiative and lack ol government intervention

All over the Philippines - not a Manila-centric phenomenon

Dircclory lisls 43 locations (mainly major urban centers) from Angeles City to Zamboanga

YVYVYY

PHILIPPINE NETUSER POPULATION

Characterized in Lhe past by estimales (or “guesstimates”) due to.lack of exlensive market studies.
Popular 1998 Industry Estimate: 200,000 users ' :

Cited by many ISPs

indicales rapid growth over 4 years

Inlernational Data Corp (IDC) Study: Market studics 4 Extrapolated ﬁburcs ofl’hlhppme net
population based on a model used worldwide .

YV VYYY

IDC Model - IDC bases its Internet figures on the Internet Commerce Market
Model (ICMM), which takes into account:

» the installed base for PCs and other luler net access devices;
» the number of users per device

» the amount of time users spend on (he Web

» the value of user purchases on the Web

» zmd number of URLs on the Web.

IDC Study: Stats

v 217,121 Philippine users at the end of 1997
+  More than 900,000 by the year 2002
1 Over the next five years, Internet usage in the country wﬂl grow at an annual

compounded growth rate of about 40%
1 In line with the growth patleius cxhibited by worldwide markets (3 8% annually)
‘ v Astan currency crisis o dampen growth patterns by 2%

1%
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1DC Study: User profile

v 75% of Philippine uscrs have access to the Web (1997)
1 This will increase to 95% by 2002

1 6% of Phil. Users bought products through the Web

v This will increase to 30% by 2002

Philippine Useyr Demographics?

1 No major studies conducted 1o arrive at profiles of users, ,

»  We simply assume socio-economic status (i.e. capacity to afford personal computers)

1 Needed: More online surveys on Philippine websites, more atlempts by ISP
associations to gather data and share them for the industry good.

RP-Web
1 House Resolution 890, authored by Rep Verceles of Catanduanes
v Enjoins all government offices, agencies, schools (12,000) to connect o the Internet

througlt Internet Exchanges

t AO 332 signed by President Ramos in Nov 97

v Indeprated into 1121 (Nalional 1P Plany

1 Implementation schedule and methodology: Vague

Phone Metcring Issue

v PLDT petition to meter local telephone calls (NTC Case No. 97-039)

' Opposed Ly 13 groups including, TUGP, PISO as “bad for business” and “bad for the
“Internet” :

v NTC approved petition Nov 1997, to take effcct in one year

1 PLDT to implement this May 1999
¢ PISO filed a motion for reconsideration Dec 97 - NTC still has to resolve this. The

PISO motion for reconsideration argues that:

v The NTC decision, "resolves ALL the ACTUAL and LEGAL issues raised by the
oppos:loxs WITHOSs not, sulfeing financial losses. In fact its eqrmngs grew nearly
26% in the first nine months of 1997, ! l

+  Local call melering is a new mode ol billing, not a rate adjustment, and may not be

. grapted by a Provisional Authorily.

v Provisional Authority is illegalUT giving them the opportunity to be heard thercon.”

+  Although the NTC has the power lo issuc a Provisional Authority at any time, the
decision was made without any pressing or immediate need to dg so. PLDT was not,
and 1

RP-Web & Plione Metering
s Administrative order 332 enjoins government to lower cost of access to the Internet
r  Metering is against the conditions raised by the AQ because it is perceived to raise
the cost of Net access o
1 “This may be considered by the NTC” - PISO ‘/‘9{7
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‘There is a Senate Investigation on Metering Issue, Proposed by Sen: Juan Flavier
(Senate Resolution 58)(Head of Senate Commission on Science & Technology) to
study the effect of Metering on Internet industry, e-commerce, and Philippine
Information Infrastructure (P11, and look inlo allegations that public has not been
adequately informed of issue -

Alternative Access to the Internet

Internel via CATV
SKY (testing)

Destiny (Nov 98)
Home Cable (Newgen)
“Web-TV" lookalikes
Destiny’s MC2 |, -
Internet via Satelliie

Zaknet
Destiny's DOMSAT

What the Asian Currency Crisis is doing to the Internet

1ag affected all 1T sectors, including hardware vendors, consulting services, and ISPs

ISP price increascs .
US-dollar denominated rates for leased line connection to Intérnet
Price increases or Dollar-based pricing fot leased line collections

And Vet ... there are no increases for dialup customers, and there are Price decreases

due to competition

The Future, with regards to Internct in the Philippines:

1999-2000 - Conlinued growth of user population, but possibly less 1SPs
Shift toward cable/sal access due to cost of dialup (phone metering)
Growth ol ISPs in the Provinces, Shakeout in Metro Manila
Local B-Commerce to prosper due US initiatives, APEC, ASEAN

{
|
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THE USAGE. OF THE CONFIG.SYS

The config.sys file is'a very imporlant (ile for the operation of Microsoft and IBM
DOS operating systems.

Why is the Config.sys usefu]’?
The Config.sys file contains confliguration parameters that describe the characteristics

- of your hardware and software to DOS. This parameters can be placed according to what you

want to describe to DOS. One can even create- temporary disk drives. Most of the software
nowadays require the exisience of this file. Howewer, the advent of Windows95 shortened the
use ol much of this files paramcters.

‘What does i{ look like?

The config.sys file is an ASCII text file. For Windows 3.1 running oplimizing a
486dx2 processor chip and available RAM equivalent to 4MB, it may look like this:

DEVICE=CADOS\HIMEM.SYS
DEVICE=C:\DOS\EMM386.EXE NOEMS HIGIISCAN [=B000-B7FF FRAME=NONE
WIN=B500-B7FF WIN=B200-B4FF

BUFFERS=15,0

FILES=50

DOS=UMB

LASTDRIVE=E

FCBRS=4,0

DOS=HIGH

DEVICE=C:\WINDOWS\SMARTDRV.EXE /DOUBLE _BUFFER

STACK.S=0,0 . o

The [ollowing are CONFIG.SYS commands

BREAK . DEVICEINIGH FILES SHELL
BUFFERS  DOS INSTALL STACKS
COUNTRY DRIVPARM LASTDRIVE SWITCHES
DEVICE FCBS REM

BREAIK '

Syntax: Break=on/off - | ‘ ;

BREAIK is used to increase the number if times DOS checks for Break commands at any
given point to stbp a command. The BREAK KEYS are CTRL+C AND CTRL+BREAK.
This is nol usually used, since most sofiware nowadays ignore or redefine the use of the
break keys, and also since most compuler users use this rarely, if not at all. BREAK
decreases the speed of the system stightly because of its checking,

BUFFERS



syntax: Buffers=nn
nn is the number for buffers -

BUFFERS are units which are reserve areas in your memory as temporary holding areas for
information from disks. Buffers hold parts of files that are waiting to be stored or used by a
program, in addition to directory and file-table information about the disk. However, too
much assignation of memory o buffers can slow down other programs that use main
memory. The best number would be from 10 to 20. If you are using Windows95/98/NT,
Forget ’lbOLIl fixing this parameter.

COUNTRY
Syntax: Country=nn
nn is the country code

COUNTRY is used (o tetl DOS what country format the hardware and soflware is using. This
is not used in the Philippines , since the default of computers in the Philippines is US, and the
default of DOS is US. If you are using Windows95/98/NT, Forget aboul ﬁxmg this

paramcter.

DEVICE

Synlax: Device=[drive] [path] XXXXXXXXXXXXXXXXXXXXXX' [device driver
parameters] ( : :

XXXXXXXXXXXXXXXX is the name of the devige

DEVICE is a very important command. This tells the operating system what hardware or
device is with your computer and what is the device driver or device user file that is going to
be used for your system. Device drivers are required by many soflware before they can run

smoothly.

EMM386.EXE (USUALLY USED FOR COMPUTERS WITH 286 and above CHIPS, and
with computers that do nol use Windows95) If you are using Windows95/98/NT, Forgel

aboul fixing this parameter.

. . ) I |
Simulates cxpanded memory in extended memory and providés access!to the upper
memoty arca on a computer with an 80386 or higher processor.

HIMEM.SYS(USUALLY USED FOR COMPUTERS WITI 286 and above CHIPS)

Manages the use of exlwded memory on a computer with an 80286 or higher
processor and extended memory. If you are using Windows95/98/NT, Forget about fixing

this paramcter.

V2



SMAR'["DRV.SYS(USUALLY USED FOR CCPAP COMPUTERS WITH 286 and above
CHIPS) If you are using Windows95/98/NT, Forgel about {ixing this parameler.

OTHER DEVICES ARE USUALLY CONTAINED AND INSTALLED BY THE
SOFTWARE THAT ARE INSTALLED INTO THE FIXED DISK.

Most oftentimes, many of the old computers don't need to have devices installed
because of the small amount of main memory they have. Hence many of the newer software
can't run on then.

FCBS
Syntax: FCBS = x
x is the number of the file conirol bloek

FCBS or File Control Blocks are data structures that store information about a file. Older
software sometimes require this command, but newer ones don't, because of one limitation: if
more files were opened than the file control blocks listed, DOS might close the files that were
opened carlier. 1T you are using Windows95/98/NT, Forget aboul fixing this parameler.

FILES
Syntax: FILES=X ,
x is the number of the files that will be concurrently opened.

FILES is very important in most software since it allows a certain number of files to be
accessed al one lime. Valid values range from 8 to 255. the default value is 8. Some
Programs require a targer value, and the typical number is 20. -

INSTALL

Syntax: INSTALL= [drive] [palh'_][ﬁlcnal'ne;][paramclers]

Loads a memory resident program into memory when DOS is started.
LASTDRIVE

Synlax: LASTDRIVE=n

N is the drive number

b
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LASTDRIVE command specilies the maximum number of drives you can access. If you are
using Windows95/98/NT, Forgel about fixing this parameter.

REM

REM is used as the first word for a coimment within the file. Comnienls are use o make
reading of the conlig.sys easier '

"SHELL.

Syntax: SHELL={drive][path][filename] [parameters]

SHELL is used lo specify the name and location of the command interpreter you want MS-
DOS to use. If you are using Windows95/98/NT, Forgel about fixing this parameter.

STACKS -
Syntax: STACKS=n.s

11 is the nu.mbcr of the stacks

s specilies (he size in bytes of cach stacks

If you are using Windows95/98/NT, Forget about fixing this'paramelet.

INSTALLING SOFTWARE L

Installing software on your hard disk is usually very easy. With original instaliation
diskettes, The commands are usually Install.xxx o Selup.xxx. In mosl cases however, il
happens (hat you don't have the installation diskeltes with you, so you can still have
software's for your hard disk simply by copying from olher units or computers.

For example, you wanl to copy Wordslar 4 from soncbody else's compuler, and you
don't have the installation disketle wilh you. You go lo the Wordstar 4 Subdireclory, copy the
files into a diskette, and transler it to your hard disk. _
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L USAGE OF PAK
i To pack files using PAIK, use this syntax:
PAK A [packed file name] {whete the file is]
To unpack, use this syntax:
PAK E [packed {ile name]
USAGE OF PKZIP
To pack [iles using PKZIP use lh.is'-syn[ax:
PKZIP [packed file name] [wliere the [ile is]
To unpack, use the Pkzip counterpart which is PKUNZIP.EXE, and use this syntax:

PKUNZIP [packed [ile name] [where the [ile is]
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Ever wanled to shorten a procedure/procedures at the comunand prompt so that you
won't have to lype all those characters? You creale a batch file. The commands you wtile inlo
a batch file are the commands you input at the DOS prompt. The auloexec.bat is an exanple
of a balch f{ile. '

EXAMPLE 1 |

CASE: Bvery day, Mr. Qwerlyuiop uses a cormmand at the root directory of C:, then
goes lo the subdirectory CATOOLS\ANTIVIRUWASCANTOOL to SCAN drive C: for viruses,
then goes to the CA\WS4 subdirectory to slart Wordstar. Normally, he would type lhe
[oHowing:

CINTOOLS\ANTIVINSCANTOOL
Enler o
SCAN C:
linter
CIVWS4
Enler
WS
Enter
Dilemuma: 1low to shorten the troublesome process of typing all these troublesome
keys. '
SOLUTION: C
Qwertyuiop opens a non-document fife al Wordstar abd names it ZX.BAT. He types
the following before saving it.
CDNTOQOLS\ANTIVIRUASCANTOOL
SCAN C:
PAUSE
CD\WS4
WS :
He employs the PAUSE command, so that aler scanuing, he will see il there are
viruses, and if there are, stop e batch file from continuing using CTRL -+ BREAK.

ADVANTAGE:

Now all Qwertyuiop lypes each morning are the keys A, S, and ENTER.
1. If you wanl to be able lo conserve imore energy while you are using the computer, but you
don'l wanl to quit your application and turn off the whqle system, lien lurn off the monitor.
This cools down the monitor, and extends (he monilot's lile.

2. for minimum cye stain and the top of the screen should be.at eye lgvel. Colored High
resolution monilors makes many lext lypes very small so as to be' imore difficull to



encapsulate through vision, thus also straining the eyes. This monitors are for made for
graphics applications, and not your favorite Wordstar or Lotus.
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DOS TIPS

A. USING THE *.* (STAR POINT STAR)

Usually, when you want to copy all from a drive, directory, or subdirectory, you use
. copy *.*. Now, with DOS versions 5.0 and 6.0, you can use the period instead of the star
point star. that is , use the character . instead of **, in effect you use copy . only., saving
more time in kcyboal d punching.
B. USING REN _

PROBLEM 1: Sometimes you lose your original Wordstar file after a brownout, or if
somebody happens to trip your power cord. However, You have a backup file with the .bak

extension. you can't edit this file, since if you open it, it will be in a protected mode. How do
you access this [ile?

PROBLEM 2: You want to make a file with a name already used. If you do so, it will

overwrite the existing file, and that is not what you want. However, since you are not lazy
enough to think about it, you copy the first file into a diskette, so that you can have a back- up
of the first file, since il will be overwritten by the second same-named file. Do you have a
shortcut to this problem?

PROBLEM 3: You have a lot of files in a directory and it gets so confusing, since
they are named, for exampie PROGRAMI, PROGRAM?2, PROGRAM3, PROGRAMA,
ETC., so that in order to look for a particular piece of data, you have to check all of the files.
How shoulc[ you remedy this dilemma?

SOLUTION: Rename the files. Use the REN command. the syntax is as follows:

FFor example, you want (o rename FILEI.BAK into the name EDSARQAD.
You type this conumand at the subdirectory where the file FILE1.BAK is :

REN FILEL.BAK EDSAROAD

Presto! The filename is now EDSAROAD.
C: using dit/w/p |

Problem: you wani to see all the ﬁles in a big directory, and you want it in five
columns: Fowever, there are to many, so that all you see are the files at the end, since the
directory keeps right on scrolling. You remedy the situation by pressing pause a fast as you
can afler you press the Enter key. Is there any way you can have what you want a little bit
easier?

SOLUTION: Instead of DIR/W, use

DIR/W/P

<



PC MANNERS

1. Do not just close a program, if the file opened has not yet been saved. Better yet, save it
before you close it.

2. If you have problems with your computer, check what you can before asking for help. You
just might not have turned your computer on. Or you just did not plug it.

3. Never delete/erase file/s until you are sure there is a backup or the person who placed it
there does not need 1t anymore. -

4, ALWAYS CHECK FOR VIRUSES. Do this every morning. Somebody might have used
the computer while you were gone, and a virus might be there.

5. Carc about other pcople's computer problems. Someday it might be your problem too.
6. Never put any food on your monitor or CPU.

7. Erase your unnecessary files.

8. keep your data filc organized. Use names that are easily recognizable. Keep your data at
least in recognizablc direclories.

5. If others have to use your unit, don't put passwords.



